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IN THE ,7ovefront OF 
AMERICA’S BUSY FUTURE 


The striking beauty, the distinctive styling of the Browne-Morse 
“Modern American” Steel Desk enhance the appearance of any 
office. Its streamlined unified construction gives it the ability to take 
hard wear and abuse. 


The “Modern American” adds to the efficiency of any office. Drawers 
respond to the slightest pull... open and close smoothly and 
silently. Complete interchangeapility of drawers gives you the con- 
venience of an arrangement that fits your needs. 


It's no wonder that modern executives who are really interested in 
office efficiency are saying: “Here's the desk for me.” 


A quick glance: at the colorful es 
of the new “Modern American” Bulle. 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A free copy will be sent you upon 
request. rite today. 


Browne-Morse 


Architects of Efficiency for America’s Office 
MUSKEGON MICHIGAN 


—. 


| MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YE 
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Office Patience is no virtue 


It was as if an atom bomb, instead of 
an angel, had entered the room. 


“T’ve come to take back your halos,” 
the mad angel said. “I’ve just learned that 


a time.” 


Office Patience is no virtue! 


“Satan—or some other black sheep— 
has had the wool over our eyes for too long 


main to type the same sales letter 100 
Sa day—when you need do it only 
Simply make 99 Ozalid Black-line 
eo your original ...then add headings, 
meereryone will think his letter was com- 
Suey typed. Deception? Yes, but you save 
urs a day. 


ra Si ah ie 


Waiting 25 minutes for photocopies or man- 
ual transcriptions of file cards and records 
merits a veto, not a halo. You should use 
translucent cards—and get Ozalid prints in 
25 seconds. 

Besides, each Ozalid print is a positive(not 
negative) copy. 100% accurate every time. 


Unnecessary posting, checking, repeating 
add up to the biggest loss of all. Ozalid 
allows you to make composite reports from 
separate ledgers... to transfer information 
from one sheet to another in seconds— 
without lifting a pen. It makes possible 
dozens of basic short cuts that bring joy— 
and new accuracy—to every accountant. 


a 


Not a vision, but a new Ozalid Streamliner, 
which you should learn all about today. 


.In 25 seconds it reproduces anything typed, 
printed, drawn or photographed on translucent 
paper. And an 84 x 11-inch print costs only 
one cent! 


All the ways you can save time, labor, and 
dollars by using it are explained in “The Sim- 
plest Business System” —a new, illustrated 


OZALID DIVISION OF DEPT. 284 


General Aniline & Film Corporation 
Johnson City, New York 


Gentlemen: Please send free copy of “The 
Simplest Business System™’. . . and Ozalid prints 
of typed, drawn, printed, and photographic 
material. 


NAME. 
POSITION. 
COMPANY. 
ADDRESS. 


— booklet. Mail this coupon today for a free copy. 
. 
re Bee AGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer 
38 YE » N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class matter on 


eleva at the P.O. N. Y., under the Act of March 3, 1879. Volume 8, No. 6, June, 1947. 


8, Mexico and Cuba; $3.00 all other countries. Printed in United States. 


Subscription $2.00 per year in United Stated. 
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FILL ONCE... WRITE FOR 
MONTHS! SEE WHEN IT’S 
TIME TO REFILL 


THE 
RIGHT POINT 
a FOR THE 
fH] _ way vou 


we, % 
, My, 
7 


DOUBLE SETS 
$5.50 ano up 


CAN’T LEAK...CAN’T FLOOD... 
PUTS JUST THE RIGHT AMOUNT 
OF INK ON THE POINT 


me $2.75 anv up 


Dip:Less: 


Writes 187,000 Word 
Without Refilling 


SINGLE SETS 


WRITES 300 WORDS WITHOUT 
RE-DIPPING! CHOICE OF ESTERBROOK 


SOLID DURACROME PRECISION- 
MADE POINTS 


ae 


POINTS SPECIALLY DESIGNED FOR EVERY BUSINESS WRITING 


Here’s new writing efficiency for your office. Dip-Less* Writing 
give every worker the right point for the way he writes. . . the ri 
point for every writing job. NO OTHER PEN OFFERS THESE P. 
CISION-MADE, LONG-WEARING, ESTERBROOK POINTS. 


LOW COST—LOW UPKEEP 
Dip-Less* Writing Set points may be replaced in 30 seconds—at 
desk! Replacement points cost only a few cents. 


The initial cost of this new type writing set is modest (single 
$2.75 and up). Maintenance is low. Use any good ink—no speci 
ink required. One filling will write 600 pages of ordinary script! 
dip of the pen will write 300 words or more! 


HERE’S THE EASY WAY TO TRY IT 


Ask your stationer to let you see and write with a Dip-Less* Set. 
it with the right point for the way you write. If your stationer d 
not carry Dip-Less* Writing Sets, write to us. The Esterbrook 
Co., Camden, N. J. In Canada: The Brown Brothers, Ltd., Toron 


DiqpLess* wring sets ly fF 


Gsterbrook | 


, AMERICA’S FIRST PEN MAKER 
*Reg. U.S. Pat. Of. oe 
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rds 


means 
~| Working Comfort 


podform 


ingle set Chair shown is Goodform No. 2123 b 


t Sot. F AN office worker sits in a chair nearly 
ner doe +2000 hours a year. It is good busi- 
“ook Perf’ and good sense to'make sure that 


Torontoft chair is comfortable, thereby reducing 
htigue and increasing productivity. 
] Five adjustments on Goodform Alu- 
imum Chair No, 2123 permit it to be 
ly ted to each individual, and thus pro- 


ide good seated posture and practical 
wking comfort. It is specifically de- 
ged for use by secretaries, stenog- 
yrs, typists and machine operators. 
Goodform Aluminum Chairs have 


welded joints. They will not split, 
splinter, or develop rough edges to 
tear hosiery and clothing. Foam rubber 
cushioning over a shaped seat and back 
bring a new sense of seated comfort. 
The sparkling anodic finish of natural 
aluminum retains its new appearance 
throughout the years. There is no paint 
to scratch, mar or chip, 


No. 2123 is the finest stenographic 
chair on the market. It will last a busi- 
ness lifetime. Invest in good office seat- 
ing—buy Goodform for working comfort. 


GOODFORM 
Adjustable 
ALUMINUM CHAIRS 
= 


AA product of THE GENERAL 
FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


SOODFORM ALUMINUM CHAIRS « METAL DESKS * METAL FILING CABINETS « STEEL SHELVING ¢ STEEL STORAGE CABINETS 
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VICTOR 


RECORDEX | 


WITHHOLDING TAX COMPUTER 


Here, indexed visibly in one handy Recordex folder, 
are wage amounts for 5 payroll periods (weekly, bi- 
weekly, monthly, semi-monthly, and daily or miscel- 
laneous.) 


SEE DEDUCTIONS AT A GLANCE. Large, easy to 
read figures on color ruled cards insure speed and 
accuracy. Margins with wage amounts plainly visible 
are protected from soil and wear by transparent 
transloid tip. 


Tax Computer Card sets are available separately to 
replace obsolete deduction schedules. These figures 


ec and here’ another TIME SAVER! = WSS 


Victor 


BOOK VISIBLE 


All the advantages of a Victor Visible cabinet in compact book 
form. Adaptable to any type of business record. 
pockets with transparent transloid protected '/," margins. Six 
sizes for 8 x 5, 6 x 4, and 5 x 3 cards and bound in pyroxylin 


coated luggage cloth. (Also available in metal.) 


Ask your local stationer for Victor products. 


comply with Government regulations currently in 
effect. 


R-20 LETTERSIZE RECORDEX—The regular Victor 
Recordex is a handy grey pressboard folder for 
office, home or school. Containing twenty 8 x 5 
pockets with protected visible margins, it is ideal 
for payroll, personnel or similar records. |" expan- 
sion linen gusset and '/3 cut center position tab. 


W-1820M RECORDEX—This popular "war casualty" 
is back for your convenience—Same as R-20 but 
with removable pockets and insertable metal tab 
guide. 


Transferrable 


NORTH TONAWANDA 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


OFFICE MANAGEMENT AND EQUIPMENT June, 1 


NEW YORK 
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New Brush Magnetic Recorder 


@ No matter what your dictation 
needs are—the amazing professional 
MAIL-A-VOICE’* will fill them—at 
unheard of low-cost! 


Look at these features! 


1, Each Mail-A-Voice is a complete 
dictating and transcribing unit. 


2. All Mail-A-Voice recordings can 
be “erased” in a few seconds... 
used over and over! 


3. Professional model units are 
designed for easy plug in of hand or 


Low-Cost Dictating! 


desk microphones, headsets, foot 
pedal control, special miniature 
receivers ... all available ... what- 
ever you want to meet your partic- 
ular needs. 


4. The Mail-A-Voice is lightweight 
... portable ...in grey or brown 
metal finish. 


§. If desired, Mail-A-Voice record- 
ings can be folded .. . mailed for 
a 3 cent stamp! 

6. Personal models as low as $39.50 
and $59.00! Records on all models 
are interchangeable! 


Model BK 503 


only *97-°° 


(Includes excise tax and standard accessories) 


Brash... First in Magnetic Recording 


3 atl ol lca lite almanac 


OFFICE MANAGEMENT AND EQUIPMENT 


For the big story on this amaz- 
ing instrument, write today! 


Please arrange a demon- 
stration at no obligation... 


Name 


Addce 


City. State 


Mail it to: 
The Brush Development Co. 
Department 0, 3405 Perkins Ave. 
Cleveland 14, Ohio 
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RIBBON & CARBON CO. Inc. 


Foremost mokers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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Available Now! 


@ They're back! The popular INVINCIBLE 2, 3, 
and 4 drawer filing cabinets, with or without 
patented Concealed Safe Units. That's not all, 


they are now available.again in four finishes 


—Modernaire grey, olive green, grained wal- 
nut and grained mahogany. You buy the ulti- 
mate in filing equipment when you buy the 
invincible. You can fill every filing need. Get 
complete details from File Headquarters. Write: 


INVINCIBLE METAL FURNITURE COMPANY 
Manitowoc, Wisconsin 


FILING CABINETS 


_ 


* 


| IBLE 


Exctustve! 


A patented feature available 
only in INVINCIBLE metal fil- 
ing cabinets. Give security and 


protection for your valuables 
and papers in your home or 
in your office. 
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SCHOOL OR 
FIRM NAME 
IMPRINTED 


APPEAL 


REINFORCED 
WITH BEAUTIFUL 
CALF GRAINED 
VINYL-TEX 


in comparison to ordi- 
nary binders it is im- 
mediately apparent to 
student or office man- 
ager that this binder 
leads the field, as all 
"*Feldco’’ products 
must! 


FELDCO of CORP. 3.3.5 02" 


NEW YORK - 25 CENTRAL PARK WEST - PHONE CO-5-0282 « PACIFIC COAST - 788 MISSION ST. SAN FRANCISCO + PHONE DOUGLAS 856] 
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Torque plate spiaforce. 
mentundereachdrawer 
shelf. Rigid frame con- 
struction! 


ALSO 2, 3, OR 

5-DRAWER SIZES 

We also manufacture a 
complete line of steel stor- 
age and wardrobe cabinets. 


i day for full infor- 
epmeesaees  ALL-STEEL EQUIPMENT FILES = ion? "itis 
erecing, full-opening 


e@ Ask the man who uses them! You, too, will find that A-S-E Files 
look better, perform better, ARE better! They’re packed with many 
hidden features . . . features that assure lasting satisfaction. Write 
for full details. 


* * * 


A-S-E STEEL PRODUCTS FOR MANY USES 


St heck ond erchded x STEEL OFFICE FURNITURE - RACO ELECTRICAL OUTLET AND SWITCH 

ee BOXES - INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS HANDLING 

+ FROZ-N-FOOD LOCKERS - CLOTHING LOCKERS - WARDROBE, 
STORAGE, AND COMBINATION CABINETS 


ANE 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 


Lasting, chip- 
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SEMI-HEX OFFICE PENCIL 
5 degrees No. 1-2-22/4-3 and 4 
SEMI-HEX THIN COLORED 
Insoluble Crayon 14 brilliant colors 
KIMBERLY THIN COLORED (Hex and Round) 
Indelible Crayon 27 popular colors 
SUPER-DUPLICATING PENCIL 
Purple (in soft and medium) also red, blue, 
green, yellow, heliotrope 
WET-PROOF PENCIL 
For outdoor marking on wood, tags, labels, etc. 
— DRAWING PENCIL 
22 degrees 6B to 9H —Extra B for layout 
_ and Tracing 1 -2-3-4 


Attractive in appearance, steady and consistent in use, 
you'll like GENERAL PENCILS. Choose these office pencils for writing or 
marking, indoors or out, checking, copying in colors or china marking 
pencils and drawing pencils, graphite or colored, soluble or insoluble. You 
can provide any department's needs from the varied line of General 
Pencils. Check this line-up to be certain you are ordering the best. 


General Pencil Company 


+ 67-73 FLEET STREET J JERSEY CITY 6, NJ. 
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for your Direct Image Offset Duplication! 


CHEAPER THAN METAL, MORE DEPENDABLE THAN PAPER— 
BETTER THAN BOTH! 


WHY PLASTIC PLATES ARE SUPERIOR 


© i tee 
ee 
Se eee 


| Correction does not pierce plastic coating. 
2 Grease- and water-receptive plastic coating. 


3 Plastic-impregnated base stock impervious to 
water. 


Plastic plates are superior to ordinary plates be- 
cause of their patented construction. The plastic- 
impregnated base stock is impervious to water, so 
itdevelops no pronounced curl and does not stretch. 
The plastic coating lets you make easy corrections 


} ‘hat consistently “hold up” and cannot be noticed. 


Top-Quality PHOTOGRAPHIC 
Offset Plastic Plates, Too 


Photographic offset plastic plates eliminate the re- 
gaining and other nuisances of metal plates. Cut 
your costs and forget humidity problems. Check 
the coupon for complete details on how photo- 
gaphic Plastic Plates can help you. 


SEND COUPON TODAY > 


FOR YOUR FREE PLATES _ 


dune, 1947 


Now you can obtain better direct image offset duplication at /ess cost 
by using the new Remington Rand plastic plate. Here are a few of 
the many advantages this patented plate gives you: 


1 Consistently better corrections that hold up for the length of run. 


2 A quality run under average conditions at least equal to that of 
aluminum plates. 


3 No oxidation or “curl up” : —you file these plates easily. 


4 Top illustrating qualities: —the translucent plate surface resembles 
drawing paper, is ideal for either free hand or traced illustrating. 


5 High tensile strength eliminates the “‘stretch problem”, gives you 
“stay put” loops. 


After exhaustive tests, laboratory technicians state:—“‘Typed with a 
carbon paper ribbon, this plastic plate produces copies at least equal, 
and in many cases superior, to top-quality photographic offset work!” 


To demonstrate this new plate’s manifest superiority, we will send you 
without charge 3 direct image plates to use on your own duplicator. 


Get your free plates now. Just phone your nearest Remington Rand 
office or send us the coupon below. 
DUPLICATOR 


2 MAIN STREET, BRIDGEPORT I, CONN. 


( Send me without charge 3 direct image plastic plates. I use 
typewriter, and a ribbon of: D Cloth Fabric, Carbon Paper 


My offset machine is a UiKr Model No 
(J Send me free information on photographic offset plastic plates. 


FIRM NAME 


STREET AND NO. 


CITY. ZONE STATE 


SIGNED BY 6-A 
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INTRODUCING. 


The New Aluminum Desk Tray Precision Made by Expert Craftsmen. 


Streamlined, smooth as velvet and exceptionally strong, this new tray is a real 
champion. All plastic, wood, steel and other types of desk trays suffer by com- 
parison when matched with this lightweight beauty. Its graceful lines and rich 
baked enamel finish will add to the appearance of your desk or table. Select 
the finish that harmonizes with your office furniture; then place your order today. 
You will say it was the best and smartest purchase you ever made. 


THE CHAMP 


2%” DEPTH AFFORDS 
MAXIMUM CAPACITY 


‘DISTINCTIVE %4” RADIUS 
STREAMLINED CORNERS 


SATIN SMOOTH 
CORNERS FOR 
GUARANTEED SAFETY 


CUT OUT TO GIVE 
EASY ACCESS AND AVOID 
FUMBLING FOR PAPERS 


EXCLUSIVE DOME FEATURE 


PREVENTS SCRATCHING 
DESK OR TABLE 


STURDY ALUMINUM POSTS 
FOR STACKING INTO 
TIERS 


See your stationer first. If he 
cannot supply you, send us his 
name with your order. 


TWO OPENINGS FOR 
USE ON SINGLE OR 
DOUBLE DESK 


FIVE FINISHES 
MAHOGANY —WALNUT-— GREEN 
GRAY-— SATIN FINISHED ALUMINUM 


This new aluminum desk tray 
weighs only 14 oz. but you can 
build them up as high as you 
wish. The strength of the tray 
will amaze you. 


NU-CRAFT PRODUCTS CO. 


95 ATLANTIC AVE:, BROOKLYN 2, N. Y. 
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a OMLY 
Welch ALRFLIGHT biuulalou 


HAVE THESE EXTRA AND 
EXCLUSIVE FEATURES: 


> 
y 
The Only Fan With the 
: Magic-like Louver-Rings 
Only Welch Air-Flight Circulators have the patented, 
magic-like louver-rings designed upon aerodynamic prin- 
ciples that draw the cooling air from the coolest part of 
' the room and direct it to every corner — without direct 
— | Steel Model Ss al sO available drafts or blasts. No wonder Welch Air-Flight Circulators 
ie fer detelied luferination cheut are preferred by thousands of discriminating buyers. 
the entire Welch Air-Flight line - today! 
PW. W: WELCH COMPANY — Department M_ = Cincinnati 2, Ohio’ 
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DONT 


UESS/ 


DONT GAMBLE/ 


You won't need old Doc Stickum and his Indian 
Medicine Show to explain how the M & V 
ANALYST can help you in three important ways: 
1—Better Letters; 2—Clearer Copies; 3—Lower 
Costs. 


The M & V ANALYST is especially trained to cut 
down your typing expenses by carefully examining 
your carbon paper, ribbons and typewriter work. 


He will make definite recommendations giving you 


sound reasons that will help eliminate ugly carbon 
smudges and make blurred characters vanish. 


Your letters will “stand out" sharp and clear 
through their neat appearance and well defined 
characters. He will suggest the "right" ribbon 
and the "right" carbon paper for each basic need. 


Why not write for the name of your local M & V 
ANALYST. There is no obligation on your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
June, 1947 
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| Z-Z-2-Z\P! These Binders have it! 


on 

Salesmen, executives, Students—everybody’s going $3008—8//, x 514 
ar for Boorum & Pease genuine leather Ring Binders. $3010—91/, x 6 
d Their flexible design, large capacity, variety of $3012—11 x 81 
‘s styles and sizes meet every need. These aré just a 


. few of B&P’s fine leather ring binders: 2. ZIPLOCK RING BINDER. Genuine leather 
1. RING BINDERS. Genuine leather (cow- (cowhide), black, flexible construction. Two large 


hide), black, flexible, sewed pocket. One-inch vertical inside pockets, front and back. One-inch 


v capacity. . capacity, Zipper opens 3 sides. 3012Z—11x 81/. 
+t. 

SEE THESE AND OTHER B & P BINDERS AT YOUR STATIONER'S TODAY! ea Sfandang | 

Ménutacturers of Loose-Leat Covers ond Forms—Visible Equipment end Bound Books 
GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. Product 
BOSTON 10: 29 OTIS ST. + ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. FOR EVERY RECORD— 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. A WAY TO KEEP IT 

ERSEY 
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MERCURY-LITH ROLLERS 
for Multilith printing machines 
Test-tube magic has pro- 
duced the exclusivenew 
coating used on this re- 
markable roller. Next 
time you need rollers, 
try Mercury and see the 
amazingly sharp repro- 
duction it provides. 
You'll get extra mileage, 

too! 


-D. M. Rapport 


President i ' R 


MERCURY-LITH BLANKETS 
for Multilith printing machines 
New research discover- 
ies give this blanket 
revolutionary extra ad- 
vantages. Its scientifi- 
cally controlled resil- 
ience provides a re- 
markably smooth, taut 
surface, with exactly the 
right “give”. Result: 
longer life, and far finer 

reproduction. 


APID ROLLER CO. 


MERCURY-GRAPH ROLLERS 

for Multigraph duplicating machines 
Developed in the laboratories of 
the largest producer of rollers for 
the graphic arts, these accessories 
now offer you new, greater-than- 
ever advantages. Through recent- 
ly perfected techniques, the ac- 
curacy of their construction is 
maintained to tolerances never be 
fore achieved. They are precision 
built, to give you better results. 


deral ot 26th” 
Chicago, Illinois” 
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MULTITUDES OF HAPPY 


| EMPLOYEES. 
WILL SAY: 


“Sturgis Posture Chairs have brought new joy of living into our work! 
Now COMFORT as if one were sitting on air! POSTURE always, that 
protects the body all-day-long from fatigue, irritation and ailments! 
BALANCE that gives perfect freedom to every movement! ADJUST- 
MENTS of height and seat so quick and easy!” <®) 
c ' 


And the Boss will say: 


“you ought to see the cheerfulness, the willing- 
ness, the INCREASED EFFICIENCY that 
pervade our entire personnel with the 
New Sturgis Chairs!” 


NEW, 1947, EXCLUSIVE 
STURGIS POSTURE 
IMPROVEMENT 


INSTANT APPEAL! 
@ new, veerer uu. CUSHIONED SEAT 


*No. 624 FF Full 3 Cushion—No deception. Soft, Tews 
silient “Nukraft” topped with Foam Rub- ™ 
The SMAE-MASTER ber—the cushion that gives luxurious 
Sturgis comfort to aircraft seating, with the 

eo longest wearing quality. 


TMu7Gts 
POSTURE. 
. CHAIRS 


For All-day-long comfort 


HAS EVERYTHING! 
es of As evenvinine!  @ new, POSITIVE SIMPLER ADJUSTMENTS 
s for Bockrest Support. ra Ps 
sories 
than- 
>cent- 
e ac- _—— 
on is Vertical backrest Horizontol backrest Seat height 
be adjustment adjustment adjustment 
er 


With a flip of the fingers these new chairs are firmly adjusted for just the 
position desired by the user. No tools required. 


NEW FORM-FITTING BACKREST 
Fits the natural curve of the back. Ample size— 
2%" thick “Nukraft" and foam rubber. 
YOUR CHOICE OF BACKREST SUPPORTS 
THE “FIRM-FLEX”. Firm yet flexible. Gives to every body 
movement. , 
THE “FIRM". Latest improved design and construction of a 
Sturgis support long preferred by users. 


"See These Chairs at Your Sturgis Dealer" 
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the new “MIGHTY MIDGET” 


monogramming and 


hot stamping press... . 
. . . « another standout om STAMP ul 


FEATURES 


Develops up to 400 pounds of pressure—enough 
to do light embossing and stamping on luggage. 


Guaranteed to make up to a 2 x 3 inch impression. 
(From 1 to 8 lines of type). 

Automatic roll leaf feeds can be adjusted from any 
fraction of an inch up to full stamping area. 


Because of the adjustable head (the only press in 
the small price field with this feature) stamp- 
ing may be done on materials from tissue paper 
thinness to 3-inch thickness. 


Weighs approximately 50 pounds for strength 
and durability. 


Any standard leaf may be used in this machine. 


Stamps on all types of materials: wood, ‘paper, 
leather goods, pens, plastics, etc... . 


Always complete stocks of leaf, foils, type, dies and accessories. 


Impression Products 


A DIVISION OF 
170 BROADWAY ° 


This unusual and versatile small 
press has most of the qualities 
found only in the more expen. 


sive, larger machines . . . And 


you can’t beat the price... 


$121.30 


F.O.B. Boston 


STAMP RITE... |x 


N. Y¥. 7 © RE 2-0823-4-5 


— 
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TEMPORARY PERMANENT 
lities FASTENING US FASTENING 
pen- 
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Wy thee te Stapling Pliers and Staples offer many ways to “Fasten 
Things Together” in offices, stores, shipping rooms, warehouses, man- 
ufacturing plants, greenhouses, Dry cleaning and Laundry establishments, 
assembly plants, Nurseries, bakeries. You can fasten together paper, card- 
board, soft wood, leather and textiles. Fasten any material that can be 
— with a sharp pointed wire. Portable, take the machine to the 
wor 


If you have a fastening problem out of the ordinary, write us for recommendations. 


Os MODEL J-60 
STAPLING PLIER 


MODEL S-100 STAPLING PLIER 


MODEL J-30 STAPLING PLIER MODEL B-100 STAPLING PLIER 


Write for new catalog sheet and discount schedule 


linc. | NEVA-CLOG PRODUCTS, INC. HC BRIDGEPORT 1, CONN. 
p-4-5 wean 
% 
IN CANADA—CANADIAN STAPLES LTD., MONTREAL 
anes OO | tenn, 1947 OFFICE MANAGEMENT AND EQUIPMENT 21 
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New (Capillary-Action Handi-Pen Desk Sets 
by Sengbusch 


. . . with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
n desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


Illustrated here in this cross-section viey 
is the latest scientific inking Principle, 
Fresh ink travels by capillary action gj. 
rectly to the pen-point. 

This eliminates the large shallow dip. 
compartment which, as commonly used 
to feed pen-points, causes deterioratiog 
and waste of ink. This new way, th 
last drop of ink in the container — x 
fresh as the first — is fed directly » 
the pen-point, and there is no wast. 


as 


Senghusch Handi-pen desk sets are sup 
plied in pleasing two-color combinations, 
Sets retail from $3.25 up. 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tip 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 
Save time, ink, and slow-ups on desk 


work—give your workers the writing Sengbusch Self-Closing Inkstand (s . 


satisfaction they have always wanted. 167 Sengbusch Bldg. 
Order now from your stationer. 


DEXTER 


Aristocrat of hand feed 
sharpeners with its fine 
double-bearing cutter sus- 
pension, the centering disk 
r various size pencils, and 
long-life cutters. Transpar- 
ent receptacle. 


Automatic PENCIL SHARPENER 


GIANT 


Unsurpassed for reliable, all arousd 
quaibemansh. Revolving disk for all 
sizes pencils, crayons, etc. 
famous deeply undercut cutters 
Receptacle: Transparent of 
Nickeled Steel. 


Milwaukee 3, Wisconiff 


PREMIER IS BACK 


The Premier machine with its P 
ented Automatic Feed will agaia® 
available by Fall. Receptacle: Trans 
parent or solid Nickeled Steel. 


Division of Spengler Leow 
Mfg. Co. * Chicago, 


June 
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yt Fe <\ 
Vif Fa N\, 
: Cw Gy \\. another swift mover joins 
YT e\, “ihe Maso quality line 


No. 1618 


- UTILITY 
STAND 


| Its NEW! 
a Is SET-UP! 


Hard Tempered Masonite Top 
All Welded Steel Understructure 
e 154" Wheels For Easy Portability 


Curved Legs For Greater Legroom 


ai 


No. 1618 
Note Curved Legs 


SPECIFICATIONS 


(All Maso tables and stands are built and tested 
to hold 3 times the required weight.) 


TOP: 2" thick, hard tempered Masonite 
LEGS: 1” tube steel 


DROP LEAF ARMS: Patented coil spring safety 
catch 


DROP LEAVES: 9” x 16” 
BRACES: Steel rods 
HINGES: Conti piano hing 


Increases Worker Comfort, Efficiency! 


The strong, attractive, Masonite top does not crack, 
warp nor chip, outlasts wood and is easier on office 
machines. Curved legs and correct height reduce 
worker fatigue. All metal edges are smooth rolled. 


It's snagproof, clatterproof, with radius corners and 
meticulously built for lifetime service. 


Wide free rolling casters with 1%” wheels assure easier 


NT portability. Masonite top is rivetted to welded all steel FINISH: Baked enamel walnut finish 

i econel understructure by special patented process. It’s fitted, CASTERS: Free, wide, easy rolling, 1%” wheels 
a leveled, set up, tested at the Factory. Beautiful baked een an Welded, all steel, inspected 
| ; ; teste 

pe enamel walnut finish with plated all steel braces makes BM geicssap’ 227” high 


the new 1618, Champion, a graceful, useful, efficient Overall — 36” x 16” 
SHIPP. WGT. to carton 40 Ibs. 
PACKED: Set-up, two to carton 


PRICES: F.0.B. Chicago 


addition to any office setting. 


ORDER YOUR NEW 1618 TODAY 


IX: 
Mm MASO STEEL PRS DU CT Sir. sees ae 


ain 
: Tra ss MASO MAKES THE BETTER ONE CHICAGO 7, ILLINOIS | 
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“Star” cleans type in 15 seconds! 


Star Type Cleaner is a pliable, plastic compound. You 
just rock it over the type. All the ink and grime stick to the 
underside . . . even o’s and e’s come out sharp, fuzz-free. In 15 
short seconds, the job’s done! No more smelly bottles to spill. No 
more brushes to splatter dress and hands. No more untidy cloths 
to store! 


And by simply folding the plastic-cake together, used parts 
disappear! STAR quickly kneads to original shape . . . tucks 
away neatly . . . lasts indefinitely. \t's handy, too, for cleaning 
rubber stamps, numbering machines, adding machines, carbon 
smears, even stencil corrections! Ask your stationer for No. 1226 
STAR Type Cleaner—accept no substitute, no other cleaner is 
exactly like STAR . . . used in countless offices for nearly a 
quarter of a century. 


EBERWARD FADE 


tTCASEES ALS FINE west @ MATERIALS 
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Har NO. 1226 


TYPE CLEANER 
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ANDREW GEYER, INC. 


260 Fifth Avenue, New York 1 
Lexingten 2-1121 


Established 1877 


M. A. Geyer, President; Donald MeAllister, Vice- 
President and General Manager; Thomas V. Murphy, 


iter; Hugh Ward, Advertising Director; John M. 
Smythe, Mid-West Manager; William de R. Taaffe, 
Uefiaela Pastore, Heskett K. Darby, Associate 


Breach Offices: Boston 16, 471 Statler Bldg. 
(liberty 9677), Meade & Co., E. P. Meade, Mer., 
4. C. Kretschmar; Chicago 1, 228 North LaSalle 
Se Room 1101 (State 2912), John M. Smythe, 
be Bulger, Thomas R. Brady; Los Angeles 14, 857 
— Pedro (Trinity 2321), Josephine L. 
‘ + San Francisco 4, 1109 Hobart Bldg. 
ba 4624), Alexander Rattray; St. Louis 1, 

Olive St. (Chestnut 1965), James R. Wright. 
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Courtesy Office Maintenance Dept., Shel! Oil Co. 


“Loud Sing Cuckoo!” 
xv EVERYWHERE the annual opening of windows and turn- 
ing on of fans alerts even the most absorbed of office workers 
to the coming of summer and vacation time. 

Optimists indeed are those executives who look for the 
maintenance of peak office efficiency during the next three 
months, when everyone is getting ready to go on vacation, or 
gone, or back and trying to remember how to work again! 

Yet who would abolish vacations because of this temporary 
blight on productivity? We haven’t the figures handy to prove 
that vacations are good for the office, but it must be so. And 
we are not thinking now so much of the physical improvement 
which vacation brings to the individual employee and execu- 
tive as of the way vacation has of giving people a new perspec- 
tive on their job activities and relationships. 

True, there is always danger that a too-extended absence 
may warp one’s concept of the job to the point where “To hell 
with it” replaces “Do it well” as one’s motto, but usually vaca- 
tion serves to freshen up our ability to distinguish between im- 
portant and trivial, with much benefit to our work. 

_So come, Summer, we’re waiting—praying only for good 
weather and a substitute who won’t handle our job better 
than we do! 
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YA calls for coordination 
plus the right equipment to 
reach the desired goal in the 

_ shortest time. Acme Visible 

| Record systems will save you 

time in using as well as keep- 
ing your records. Let an Acme 
system man tell you how. 


ACME VISIBLE RECORDS, ING 


122 SOUTH MICHIGAN AVENUE + CHICAGO 3, ILLINOIS 


Representatives in Principal Cities 
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to x IF any office executive ever entertained doubts 
the Ff to the practicability or worth of an office sug- 
pestion system, an examination of the Proposal 
ble Pian Bulletin for the employees of the sales divi- 
you Bion of American Viscose Corporation would dis- 
ep- pel them immediately. 
es Indeed, the more one hears about the suggestion 
ail pystem at this progressive office, and acquaints 
himself with the plan’s organization, the easier it 
$for him to envision all 240 of the sales division’s 
staff giving full attention to a full day’s work— 
hid unremittingly posing the question “Why” to 
hemselves as they go about the various tasks 
making up the day’s work. 
The bulletin, attractively printed by photo-off- 
et, carrying a complete list of recipients of money 
prizes given at the awards meeting for accepted 
proposals, as well as those of the staff who were 
piven honorable mention, or “no award,” not only 
spurs the members of the staff to greater thought 
oneerning their work, but also makes a real con- 
Tibution to the fostering of that cohesive spirit 
0 hecessary to large organizations. Photographs 
f award winners, award meetings, and parts of 
1947 
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W. D. Benson, American Viscose sales manager, awards Miss Gertrude E. Hegeman $15 
for one proposal and an honorable mention certificate for another. 


A Productive Suggestion Plan 


By Charles Hackett 8 j 


+é 
¢ 


the office affected by prize winning suggestion jas 
well as a terse description of each suggestion sub- 
mitted, with the verdict upon it, add to the educa- 
tional value of this bulletin. i 
The bulletin fulfills another important mission 
in letting the employee know whether or not the 
idea which he contemplates submitting to the pro- 
posal plan board has already been suggested. Du- 
plications of suggestions are bound to occur, and 
the bulletin does its part in cutting this down. 
A subject file of all suggestions made, however, 
is essential to guard against the needless investi- 
gation of a proposal already accepted, and per- 
haps in operation for many months. A visible 
index system employing tabs which allow room 
for listing the subject that the proposal covers, 
plus a few words detailing it, forms this subject 
file. Eventually a red or a green paster is affixed 
to each tab—red for “Refused” or “Ineligible,” 
green for “Accepted—Award Paid.” 
The organization of the plan itself is well worth 
study. Under the direction of George J. Quinn, 
proposal plan supervisor for the sales division, 
who in turn works with Abbott Smith, Sr., cor- 
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PROPOSAL TO BE INVESTIGATED: : AMERICAN VISCOSE CORPORATION 


PROPOSAL TO BE INVESTIGATED: __ 
Report of Investigator 


a 
1. Should this Prop. be adopted? Yes_____In pert__No___Prop. No___ 


3. Is the Prop. Practical? a 
Has it been considered before? Yes____No___. 


5 If total annual net savings are incalculable, what is estimated value of this 
Proposal (should never be less than cost of putting into effect) . eons 


6. Show briefly how savings or values are figured ___________- - encom 


7. Mf this Prop. is adopted, when will it be put into effect dicate 

8. Who will be responsible for putting it into effect = apalenl 
9 Have instructions been issued to put it into effect 
10 If you do not recommend adoption of this Proposal, or any part thereof, state specific reasons 


___... Investigated by 


Department___ 
Use back page for edditional information 


AMERICAN VISCOSE CORPORATION 


Employees Proposal Form 


AMERICAN VISCOSE CORPORATION 
Date__. 


"LICK THE PROBLEM* "weieee'e ee Fe 
Subject - ZOR OPTICE USE ONLY 
1. mwaT IS THE PRoBLEn? MAKE AN ACCURATE STATEMENT OF WHAT 1S WRONG - WHAT 15 IT WE WANT 
TO CORRECT? 
Proposal No. 
| 
I believe this original proposal worthy of consideration | 
for an award because it will: Siti ee 
= STATE THE CAUSE, THE ROOT OF THE PROBLEM, NOT AN EFFECT. GET ALL OC Increase Production 
ME FACTS - NOT OPImIONS. © Improve Quality "Action Taken 
© Improve Working Conditions  () Save Tools | 
' iniceeauisties beaten 
{ G Improve Safety Conditions  () Save Materials | 
| CO Save Time in Department Pald——___| 
: ey fay 
WHAT MUST BE DONE TO ELIMINATE THE CAUSE - BE SPECIFIC. ~ 


seead PROPOSED METHOD 


= ASSIGN SPECIFIC RESPONSIBILIPY TO EACH INDIVIDUAL. 


MAKE AS ACCURATE am ESTIMATE AS YOU CAN 


46. WAS IT ComnecTEeD? = MAS THE PROBLEM BEEW C1. «£07 1F SOT amy ar? 


Consult your Proposal Plan Booklet for Helpful Instructions 


Dete______ Proposal No__ REGISTRY SLIP 
Sign Here_ Dete___________ Proposal No___ 


Ot rtiorco oF 
Coarton mHke 


Th 
f Meaiate cooperation With you Guring te processing. 2f you have 


imaicate bere ot Fa etn, We we hese res tered we 


AMERICAN VISCOSE PROPOSAL PLAN FORMS 

LOWER RIGHT: The proposal form. TOP: Inside of folder form used by investigators 
of feasibility of proposals. LOWER LEFT: "Lick the Problem," form used for follow- 
up when a hitch develops in the working out of a proposal. 
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Pay Roll No____ Dept______ shat Pay Roll No___ Dept. shun 


reason for preferring te have your name withheld during processing. as received im offtca This ts your proof that your Propemi tas bes 
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pration proposal plan supervisor at Wilmington 
headquarters, a procedure has been established 
which encompasses the reception, processing, 
evaluation, and execution of all workable sug- 
gestions, with due credit given to the responsible 
employee. Great care is taken to insure that once 
a suggestion is received the person submitting it 
is kept informed of the progress of his proposal, 
and that after acceptance, resolute steps are taken 
to see that the proposal is put to work for the 
company. 


How it operates 

In holders attached to bulletin boards located 
strategically throughout the office are maintained 
supplies of proposal form 1, which come in tripli- 
cate with one-time carbon interleaved. The con- 
tainer also holds envelopes addressed to the pro- 
posal plan supervisor, so that the proposals can 
be forwarded through the regular inter-office mail. 
The person making the suggestion fills out the 
form, retaining the last copy. 

When the proposal reaches the supervisor’s de- 
partment, it is immediately recorded, given a 
number, and time-stamped. This last operation 
18 Important, for on one occasion the same sug- 
gestion came through from two different members 
of the staff within an hour, and the time stamp 


June, 1 


Was instrumental in establishing which employee 
should receive credit. 


A receipt stub that is part of the original copy 
of the proposal form is given a duplicate number 


1947 


Miss Rita Singer's file suggestion saves time and space for Walter C. Hauer, of 
American Viscose New York sales division. 


and immediately sent back to the proposer with 
a letter of thanks from the supervisor, and a blank 
proposal form as a reminder to “come again.” 
The original is placed in a folder and forwarded 
to the proposal plan’s investigator who is to check 
on the feasibility of the suggestion; he investi- 
gates each proposal thoroughly. 

The investigator’s report, represented by a 
questionnaire on the third page of the folder, is an 
indication of the painstaking examination that is 
made of every suggestion as it comes through. 
Here are some of the questions which the investi- 
gator must answer: 


The vital questions 

“Will its adoption result in: Improvement in 
quality of product—, Reduction of material cost—, 
Reduction of labor cost—, Other savings—?” 

“Is the proposal practical?” “Has it been con- 
sidered before?” “Estimated cost of putting into 
effect.” “If total annual net savings are incalcu- 
lable, what is estimated value of this proposal 
(should never be less than cost of putting into ef- 
fect).” “Show briefly how savings or values are 
figured.” 

The proposal is evaluated in part on the basis 
of the money its adoption will save for the com- 
pany; the amount saved is also the determining 
factor in establishing the size of the money prize 
to be awarded. 

“Under the heading “What Do I Get?” in a 
piece of employee literature explaining the plan, 
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clearly. 

“Where savings can be calculated,” it says, “the 
award will be based on the savings for one year 
from date of installation. You will be paid by 
either of two methods. You will receive either up 
to 10% of the net amount or up to 5% of the gross 
amount, whichever figure is the larger. However, 
no award will be made for less than $5 or over 
$2,500. By net amount we mean total savings less 
installation costs. By gross amount we mean 
total savings without any deduction for installa- 
tion.” 


However, American Viscose doesn’t stop here. 


Many worth-while suggestions are made that will 
affect the well-being of the employees without re- 
sulting in material gain to the company; in fact, 
some of these suggestions often demand a mone- 
tary outlay by the division for new equipment, 
forms, or supplies, and this the division is happy 
to satisfy, making a satisfactory award to the 
suggestor. 


Progress record 


The great volume of suggestions that comes 
through to the proposal plan supervisor’s office 
isn’t conducive to quick action by the department 
on each suggestion, for the investigator, with the 
assistance of the department heads concerned, 
zealously examines the feasibility of each idea, 
which takes time. It is understandable, then, an 
employee will occasionally show a certain amount 
of impatience over the progress of his suggestion. 

A processing form is therefore used which en- 
ables the department to maintain an up-to-date 


One of the American Viscose awards meetings last year at which $661 was paid for 44 proposals. ~ 


the method of establishing payment is set forth 
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record of the progress of each proposal from 4) 
day it is received and recorded, until such time 
it is either accepted and installed, or refused, (J 
of the bulletins on the plan which I examined jy 
dicated that better than 50 proposals had be 
made for the preceding period, with only 11» 
jected; 59 are recorded in the next issue of + 
bulletin. 

Here is the way a proposal is published jp 4 
bulletin: , 

Proposal N. Y., #24, submitted by Edward 
Griffiths : 


“Posting Sales from Analysis Report to ¢ 
tomers’ Summary Cards. 

“Customers’ summary cards were kept in Ky. 
dex files. Operators had to go to the cabinets, » 
move tray, return to desk, post cards, return try 
to cabinet, return to desk, repeat process. 

“Comment: Tub files using Pendaflex folde 
were substituted; this holds cards upright, eay 
to remove to work on. Tubs are equipped wit 
wheels so they can be moved alongside desk « 
operator eliminating much time and effort. (sz 
award—$25.00.” 


The fact that in this period Mr. Griffiths mais 
three acceptable suggestions which paid him %.. 
$52.56 all told emphasizes that there is no limi 
to the number of suggestions that a qualifie 
member of the staff can make. The plan is ope 
to all employees of the sales division except th 
top executives, division and assistant division 
heads, job evaluation men, and of course the pet 
sonnel of the work simplification and propos 
plan departments. (Turn to page 66) 
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Cooperative 
Education 
for 


Business 


By Grace Brennan 


Administrative Director, Board of Education of the 
City of New York. 


EDUCATION is facing more complex respon- 


MMM sibilities than ever before in that it must make 


provision for a vastly larger and increasingly less 
homogeneous group of young people in secondary 
schools. Just more schooling is not the solution, 
but more education of a type that will fit them 
to take their places in the social and economic 
life of the community is needed. In recent years 
almost every study concerned with the improve- 
ment of secondary education has included a de- 
mand for a program of instruction which recog- 
nizes and makes provision for all classes of pupils. 
The concept of secondary education has changed 
from the single purpose of training for college. 
There is general agreement that a large majority 
of high school pupils look forward directly to 
work. Whether this work is to be in the pro- 
fessions, business, trades or industry, the prepar- 
ation for it must be given in the high schools 
concurrent with traditional cultural education. 
One way of meeting this newly recognized aim 
of secondary education is the program of coopera- 
tive and apprenticeship education which, though 
ithas been operating in New York City for the 
past thirty-one years, is being greatly expanded 
to meet present-day needs. The cooperative plan 
consists essentially in the combination of general 
aducation with practical experience during the 
Period of formal education when the schools can 
assume part of the responsibility for the transi- 
tion from school to life. 
ere are various ways of organizing the plan, 
such as alternate-week or two-week periods at 
school and at work; part-time daily attendance at 
dune, 1947 


Practical guidance in high school can help eradicate 
job discontent. — 


school and at work; and periods of released time 
from school to work. The New York City schools 
have used various adaptations of schedule, with 
the alternate-week at school and at work proving 
the most acceptable to pupil and employer. Thus, 
this has been established as the pattern for the 
program throughout the city. It numbers ap- 
proximately 2,200 pupils in ten academic high 
schools and 450 pupils in four vocational high 
schools. 2 

Under the plan, school system undertakes the 
placement of pupils on jobs, the supervision and 
follow up during the period of employment, the 
rating on job performance, and the allotment of 
academic credit toward diplomas for related work- 
experience. 

In any discussion of cooperative education, three 
groups should be considered, the pupils, the 
schools, and the community. The community, of 
course, means industry and labor. These groups 
must cooperate fully with an understanding of 
mutual problems if the program is to be of ben- 
efit to all. 

. There are many problems of pupils which co- 
operative education meets. The program, through 
its feature of earning a wage on alternate weeks 
during the third and fourth years of high school, 
makes it possible for more boys and girls to re- 
main in school and receive a diploma. 

Another goal which seems to be met is that of 
a curriculum which is geared to present-day needs 
of pupils. The plan provides a practical form of 
guidance which allows for work in a field or area 
to find out its requirements, its advantages and 
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its disadvantages. Finding out, at high school 
age, that one kind of business is distasteful or 
that advancement in another is slow may save 
a pupil much disappointment and loss of time. 

The most important advantage to the pupil, 
however, is the practical experience gained dur- 
ing the period of work. There is no substitute 
for experience. The boys and girls in this pro- 
gram are better fitted after graduation for the 
step into full time employment than are those 
whose first contact comes after the school tie 
has been severed. 


A good record 


A study of the post high school status of co- 
operative graduates of 1945-46 revealed that 65 
per cent of them were still with the firms that 
they had been with as cooperatives. In almost 
every case the work being done was directly re- 
lated to the training that had been received in 
school, the majority being engaged in, typing, 
clericai work, business machine operating, book- 
keeping, and stenographic and secretarial work. 

Under the recent amendment to the New York 
State education law, state aid is granted to local 
school systems for pupils for the time spent in 
industry as well as in school. Purposes of para- 
mount importance to school administrators will 
now be possible of achievement. Additional teach- 
ers are being provided for the instruction of 
classes of smaller registers, for more adequate 
supervision at work, and for recruitment of larger 


“Business seeks in apprentice personnel qualitiies an dskills that result from adequate 
academic and vocational education." 
Photo from instructional film, ‘“‘The Duties of a Secretary,”’ produced for Underwood Corp., by National Educational Films. 
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numbers of cooperative pupils. Work as a fay, 
in the school curriculum must be wholehearteg 
accepted by the administration of any school 
tem. The coveted school time which has beep », 
served for traditional subjects must be allo 
in a program of this kind to work experience 
well. This means that provision must be ma 
in budgets for teaching and administrative pe 
sonnel for work-experience just as for any oth 
subject on the curriculum. 


New York shows the way 


It is understandable that the New York schq 
system which pioneered in this phase of trainiy 
should be among the first to provide generoy; 
for its growth and expansion. The wartime neg 
for junior personnel] gave tremendous impetus t; 
workstudy plans of one kind or another through 
out the country. Many state education depar, 
ments and local boards of education are eval 
ing the programs that emerged in the days « 
manpower shortage. Experience here indicats 
that the plan must be founded on the adherence ¢; 
a sound general education accompanied by specifi 
related skills. Supervision of pupils on jobs muy 
be the responsibility of the schools and schol 
credit for related work-experience should 
granted, thereby giving academic recognition ¢ 
job performance. 

Cooperative education is not the cure-all for al) 
educational ills but it is one method of keeping 

(Turn to page 69) 
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For typists wearing bi-focal glasses, Western Electric Co., New York, uses 
this adjustable copy-holding device which may be set at desk edge so that 
reading line is at suitable level for direct vision through the “reading” 
portion of bi-focals, while operator maintains correct typing position. As line 
finder is in fixed position, copy is pulled up manually as the work progresses. 


Short Cuts to Efficiency 


Share your shor! cuts with other offices. Office Management & 
Equipment will pay $5 for each idea accepted for publication. 


To Speed Up Balance of Accounts Payable 

% QUITE OFTEN in a business organization 
which is neither small nor large, the problem of 
distribution of Accounts Payable is irksome. The 
accountant desires a “spread” or breakdown of 
invoices payable so that he may charge several 
departments with materials and supplies allo- 
cated to them. 

In his thinking, the accountant is apt to try the 
use of a columnar sheet, to discover that he can- 
not consistently set up the columns month after 
month to obtain a comparative or departmental 
total. He might find that he is using a long 
columnar sheet or a series of sheets which will 
become burdensome and get him right back to 
where he started. As the months go by, he also 
will discover that new accounts pop up and he 
has not provided space for them in their respec- 
tive groupings. 

One way to avoid this tiresome method, and to 
speed up balance of accounts payable is, with us, 
a TAB described as follows: 

A 3x5 slip or tab is ruled off: (1) Date or 
Voucher Number. (2) Account Distribution. 
(3) Amount. This is padded in books of 50. As 
an invoice is coded, preferably by account number 
or numbers, the accountant has merely to copy 
his distribution by each separate account number 
on the.tab, tear it off the pad, save it, and pass the 
invoice for record in the voucher register. The 
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invoice can then be paid at any time of the month 
its discount period demands. At the end of the 
month a simple sorting of tabs by account num- 
ber greatly reduces use of spread sheets and a 
total can be obtained in any and all accounts by 
merely adding the slips in each grouping. Grand 
total, of course, must agree with the voucher 
register. 

The system is very pliable and allows for ex- 
pansion or contraction according to the distribu- 
tion in any,one month. The tabs can be made up 
with very little expense and pay for themselves 
in no time. 


This tab speeds up bala of ts payable. 
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Any accountant who aims toward departmental 
charges or costs will find this procedure a great 
help, inasmuch as he can go as far as he likes wi 
his ‘card” or “chart” of accounts. If his payables 
should eventually reach the point of machine ac- 
counting, he has but to convert over to a machine. 
His system is established. 


Hamot Hospital, Erie, Pa. 


Inventory Pricing Speeded 

% WE MAINTAIN inventories in three different 
cities, and in the past inventories were written 
at each warehouse according to the order in which 
they came in the bins. Bins were arranged dif- 
ferently at each warehouse, so that it was a very 
long job for us to price the inventories upon their 
receipt. 

Finally, we prepared an alphabetical list of all 
of the materials which we handle, then made four 
Ditto copies of this list, all items of course, still 
arranged alphabetically. One set of these was 
sent to each warehouse to be filled in at inventory 
time. Remaining copy was kept at our office and 
priced prior to taking of the inventory. 

When inventory sheets were received from each 


ing from a master set of prices in the office on 
to the three warehouse inventories. In this way 
we saved considerable time. 

W. R. Kaley, 


Increased Efficiency in the Library 

% MOST BOOKS on filing and most file manu- 
facturing companies recommend the arrangement 
for labeling subject file folders shown in Fig. 1. 
I have found that it is easier to read labels if 
a system of caps and lower case is used and if the 


Fig. | 


Charles F. Mehler, Comptroller, 


of our warehouses, we merely had the job of copy- 


Astrup Co., Cleveland, Ohio. 


inverted order is not used. Then the dry 
looks like Fig. 2. 

By using the caps on words that appear ip 
natural sequence, the contrast of classifiegs 
having many subdivisions and those that arg 
further subdivided is more apparent, and¥ 
whole effect is for speedier location of folders 
greater ease on the file clerk’s eyesight. 


Gertrude R. Smith, 
“Woman's Day," New 


Reducing Personal Phone Calls 
% WHEN ALL MANNER of pleas and thrgy 
failed to effect a reduction in the large yo 
of personal phone calls, the North Atlantic A 
Headquarters of the American National } 
Cross took drastic action by making siggy 
changes on their switchboard which did the te 

This office (500 employees) has a three positi 
board, and of necessity, a very heavy inter 
call load brought about by interlocking servigg 
Equally important are the many outside ¢ 
made by authorized contact people in the purmi 
of their duties, whose activities we didn’t wis 
to hamper. 

Here are the steps by which we eliminated thi 
far from trivial expense: 


AUTOMOBILE REGISTRATION 


Red jewels in the switchboard, representiy i 
executives’ phones, were allowed to remain, bi - 
then we asked each department head to send u sf 
a list of persons in his department, their positia f 
and reasons for their need of local telephone ser 4 
ice. Staff members who were representatives fi} "a 
local chapters needed local service, as did certai ke 
other personnel responsible for our many outsii e 
contacts. We screened this list thoroughly a 
granted these people the privilege of outside ca ‘is 
Green jewels on the switchboard identified thes in 
lines, while the rest of the phones had whi * 
jewels. a 

Labeling arrangement at right is 8 

recommended for reading efficiency. Fig. 2 
BABIES 
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ri ADVERTISING, Agencies 
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Inventory ticket in use at Billings & Spencer Co. 


As it is now, our switchboard girls service 
white jewel lines for interior calls only, or for 
authorized long distance calls which are charged 
to specific operations, the list of which calls may 
be reviewed by the department heads at the end 
of each month. Additional pay stations were in- 
stalled for the accommodation of employees who 
wish to make personal calls through the day. 

This has resulted in an appreciable decrease in 
our equipment costs. 

Our records show that in January of 1946, the 
cost per telephone extension was $10.72, and that 
in November of the same year the cost had been 
reduced to $2.75 per extension. Local calls 
amounted to 17,693 in January of 1946, while in 
November, a reasonably busy month, they had 
fallen to 8,617. Trunks were reduced from 30 to 
20. 

The American National Red Cross, by consider- 
ations of this sort, is thus able to effect the great- 
est good with the monies placed at their disposal. 

Rudolph Lang, 


Administrator, General Services, 
American Red Cross, New York 


Application of Time Slide Rule 

% WE ARE NOW USING a time slide rule when 
figuring the number of days a cancelled policy has 
been in force. 

This rule is used in the same manner a slide 
tule would be used and eliminates all figuring in 
arriving at the number of days. With the num- 
ber of days determined on the rule, you turn to 
the back of the rule to get your percentage. Our 
June, 1947 


company thought enough of this rule to send 
them to the brokers writing insurance in our 
company. The rule is made by the Lawrence 
Engineering Service Co., Peru, Ind. 


Raymond Lowle, Purchasing Agent, 
Butchers’ Mutual Casualty Co. of New York 


Time-Saving Inventory Ticket 

% THE TICKET designed for our annual phy- 
sical inventory is a labor-saving form which has 
saved us many dollars. Writing the tickets is 
simplified, as product classification and account 
classification are merely checked with an X. 
Plenty of space is provided for the vital descrip- 
tion which must be written. Consecutive num- 
bering on stub and body of ticket permits quick 
check-back for recounts, etc. Auditors are satis- 
fied when all numbers are accounted for. The 
body of the ticket is of such size that it fits tabu- 
lating-card-size file drawers. 

After cost is entered and total is extended on 
the ticket, it is filed away as a permanent, original 
record in groups by account classification. Ad- 
ding machine listings provide totals for compari- 
son with book inventories, but no recopying of 
inventory information or listing on sheets is re- 
quired. 


S. H. Kimmens, Controller, 
Billings & Spencer Co., Hartford, Conn. 


For Mixed Black and Red Copies 


x THE TYPING of statements, etc., which call 


for mixed red and black letters or figures usually 
presents difficulties and involves the expenditure 
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Less typing with this invoice (see item below). 


of excessive effort and time in numerous changes 
of carbons and rehandling of statements. 

Here’s the way we do it: 

1. The requisite number of copy sheets are as- 
sembled and stapled together in two places at ex- 
treme top. 2. The black carbons are inserted. 
3. All black words and numerals are typed, with 
adequate space allowed for red figures wherever 
necessary. 4. When all black typing is completed, 
papers are removed from the machine, the black 
carbons taken out, and the red carbons inserted. 
5. The red figures are now typed and will appear 
in the proper space on all copies, as papers can- 
not slip by reason of stapling. 

Miss Madeline Crelier, 
American Metals Co., Ltd., New York. 


Openable Envelopes? 
- je COULDN’T manufacturers of envelopes get 
together on some uniform method of applying 
gum to the flap so that the gummed area would 
end at a reasonable distance from the upper cor- 
ners of the envelope to permit insertion of a 
letter opener? 

After an hour of opening envelopes as the first 
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> ‘to ours. 


chore of the day one’s patience is lost with the 
world. One envelope opens easily, with sufficient 
space to insert the letter opener. The next en- 
velope is sealed so tightly from end to end that 
we fumble mightily to find a weak spot in the 
gummed edge. Multiply this situation several 
hundred times, yes even thousands of times, and 
you have many unhappy mail clerks each day of 
the week, Sunday excepted. 
Of course there are mechanical] envelope open- 
ers, but many people still open ’em by hand! 
Miss Louise Klumpe, 
Lafayette, Ind. 


Less Typing With This Invoice 

% Our handy size invoice represents an ar 
rangement adopted to meet the needs and spacing 
of a typewriter, but reduces the typing function 
to a minimum. It also serves as a sales reminder 
of our line of merchandise. This layout of course 
is advantageous to a firm producing a limited 
number of items or a firm in a position similar 


D. J. Berson, 
Creston Crayon Co., Inc., New York. 
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Klumpe, 


% THE TRANSFER of records from a current 
to an obsolete file normally takes place at the end 
of each calendar or fiscal year or is handled at 
some slack time of year. Exceptions to this an- 
nual procedure are case records such as those 
for a lawyer or a hospital. These are transferred 
upon completion. 

Actually the time to start thinking about this 
routine of transferring is long in advance when 
records are still current; in fact, while they are 
still in the process of being written. Suitable 
paper should be provided. The National Bureau 
of Standards has specifications for the strength 
of paper, available upon request. Inks must be 
considered where permanency is needed. Highly 
acid inks and some dye base inks for fountain 
pens fade badly. It is best to use India inks when 
writing contracts or making journal entries. 

A great deal of material gets into every file 
which is of a temporary nature. It costs just as 
much to house these papers as those which are 
really important. The file department is in no 
position to make the decisions as to what should 
be retained or what can be discarded, so those 
sending papers to file should use some discretion 
in the matter. The Department of Labor of the 
United States Employment Service has issued a 
list of papers which their departments need not 
keep longer than six months. They include the 
following : 


Letters or memoranda of simple acknowledg- 
ment. 

Letters or memoranda of transmittal. 

Correspondence regarding plans for meetings. 

Requests for information and replies requiring 
no administrative action. 

Records pertaining to charity drives, bond cam- 
paigns, etc. 

Follow-up requests. 

dune, 1947 


TRANSFER 
and 
RETENTION 


of 


RECORDS 


By Bertha M. Weeks 


Director, Chicago Bureau of Filing & Indexing. 


Business houses might do well to follow suit, 
and indeed to augment this list of papers of tem- 
porary value. 

A special 90-day file sometimes is set up in the 
file room to take care of those papers to be weeded 
out at regular intervals. Those sending such 
papers to file should indicate the 90-day classifica- 
tion in the upper right hand corner. If such rec- 
ords are put in the regular file, the task of going 
through the folders to pull them is a considerable 
one, and one which is usually neglected. 

So far as it is possible to secure folders and 
labels in advance of the transfer season, they 
should be typed and arranged in the order of 
filing. One wasteful practice often indulged in 
is to type for the new year folders for all cus- 
tomers of the past year. This invariably means 
that many folders remain empty. Only those ac- 
counts which have had definite activity toward 
the end of the year should have new jackets made. 

As records are moved into the store room, care 
should be taken that some system be followed so 
that like papers will be kept together. Either 
all the papers for each year from the various de- 
partments should be kept in one place, or all the 
papers for one department for year after year 
should be retained together. Where because of 
lack of space it has been impossible to adhere 
to this plan, a card index will be imperative. This 
index should list the kind of paper, such as corre- 
spondence, credits, invoices, I.B.M. cards, and 
orders, alphabetically by name of record. They 
should be filed by year and then by type, such as: 


Correspondence Diversey 
1946 Storeroom 
Branch Aisle 8 
Foreign Sales Department 
General 1951 
Inter-office (Turn to next page) 
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This card must also carry the name or location 
of the store room where this particular paper 
may be found, the letter or number of the aisle, 
the department from which it originated, form 
number if any, and the destruction date. 

One person should make up this index so that 
there is uniformity of terminology. Otherwise 
one form would use the term “letters” and an- 
other “correspondence.” Cross-references will be 
required, such as: 

Raw material and purchases—See Production. 

Rebate Operations—See Credit Memos. 

Radio and Meter Electric Cost Data—See Costs. 

Cartons, even if put on shelving, are not very 
satisfactory containers for old material because 
they are so difficult of access. Nor are open shelv- 
ing and bins suitable, even within a fireproof 
building, because the contents are exposed to the 
air so that papers become soiled and brittle. Steel 
transfer cases or the cheaper grade cabinets are 
the most satisfactory and these can be stacked 
eight or ten high and be accessible by means of 
a shoe store ladder. It is obvious that each 
drawer must be plainly marked and the aisles 
labeled also. 

There are only two ways of protecting records 
from destruction by fire: 

1. To put them in fireproof containers in fire- 

proof vaults. 

2. To make duplicate copies of them on film 

or in some other form to be stored in an- 
other place. 


Of the making of paper there is no end—and 
much of it goes into the filel 
Courtesy of Champion Paper & Fibre Co., Hamilton, Ohio. 
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Upon making a study of the size of their py. 
ords, a number of firms have discovered thy 
many of their forms were not of standard gi, 
and therefore did not fit into the cabinets withoy 
waste space. Likewise they have found that the 
had records in more sizes than they actually 
needed. One metropolitan bank making a study 
of its 3,000 forms subsequently reduced the nym. 
ber of different sizes by over 90 per cent. Thi 
simplified the housing problem very materially 
There is a new device on the market which pe. 
mits letter or legal size drawers to be divided of 
into two, three, four or five sections, so that, fy 
example, four rows of checks filed on the shor 
end can be compressed into one letter size drawer 
This in itself is a big space saver. 

It is important to keep control of those papery 
out of transfer file, as well as those out of cy. 
rent file, by means of a charge-out system. Thi 
is especially true when there is thought of micro. 
filming the records later. Papers out of file cap 
be called in so that the record is complete before 
filming. 


Law and usage 


The length of time papers should be retained 
depends on two factors: the law and usage. The 
kind of record is an important factor: for e- 
ample, the original copy of an order might le 
retained seven years, while a carbon would b 
kept but two. The same record in different com- 
panies might not be kept the samie length of time. 
For example, a firm selling heavy machinery » 
which there might be parts orders for year 
would keep original orders a much longer perio 
than would a concern selling a short-lived item 
such as food. ‘ 


If the company does not have a schedule for 
the retention of records which has been approved}. 
by legal counsel, a committee is usually set up for k 
such a study, consisting of the secretary of the 
company, a legal adviser, the office manager, and 
possibly certain department heads. A form 3 
usually prepared and each department head filk 
out as many of these forms as he has records it 
his department. This form should list the name 
of the record, the department in which found, the 
origin, the description and purpose of the paper, 
how filed and its classification, as to whether it 
is vital, essential, important or useful. As thes 
records are submitted to the committee ani 
sorted, there will of course be duplications: copy 
of an order will be found in the sales department 
and in the accounting department, as well as 
the shipping department. Eventually from thes 
forms a schedule of retention can be perfecte 
so that papers will be systematically and aute 
matically destroyed. 


(Turn to page 70) 
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Home Office of Attna Life Affiliated Companies, Hartford, Conn. 


I's People Who Make the Office! 


By Chester Dale 


‘® THE variety of professions, skills, and occupa- 


tions which are represented in the complex task 
of handling today’s office work is nowhere better 
illustrated than in the composition of the home of- 
fice staff of the AEtna Life Affiliated Companies at 
Hartford, Conn. 


In the stream of people who pour out of 4tna’s 
big Colonial office building at closing time may 
be found accountants, actuaries, advertising men, 
artists, attorneys, auditors, business machine 
operators, carpenters, chemists, claim adjustors, 
clerks, electricians, engineers, groundkeepers, lab- 
oratory technicians, mechanics, motion picture 
specialists, nurses, nutritionists, painters, person- 
tel specialists, physicians, plumbers, stenog- 
taphers, teachers, telephone and telegraph opera- 


tors, typists, underwriters, and a whole host of 
others. 


Men and women of all these accomplishments 
are necessary at AEtna since there is almost no 


type of problem which such a multiple-line insur- 
ance organization may not be called upon to solve. 
For example: 

Doctors, chemists, and safety engineers fre- 
quently collaborate in tracking down industrial 
health and safety hazards in connection with large 
manufacturing or contracting operations. 

Documents in more than a score of foreign lan- 
guages dealing with ships or goods being trans- 
ported throughout the world must be translated. 

Actuaries are needed to calculate rates on new 
policies. Attorneys keep abreast of countless 
state and federal laws. 

Teachers and educators train both agents and 
company employees in organized company schools. 

Before policies can be issued, trained and ex- 
perienced underwriters carefully weigh risks in 
hundreds of different categories. 

Investment specialists constantly analyze the 
investment market, making sure that the dollars 
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paid in by millions of policyholders are put back 
to work in useful, profitable enterprises. 

Claim adjustors speed settlement of claims aris- 
ing from many different types of losses—acci- 
dents, deaths, sickness, fires, thefts, burglaries 
and various acts of dishonesty, water damage, ex- 
plosion, storm damage, and many others. 

And, at tna, a motion picture bureau spends 
a large part of its time producing educational loss- 
prevention films which are shown at public gath- 
erings throughout the country. 

Hub of the activity of all these tna employees 
is a spacious, well-arranged business building of 
seven office stories, surmounted by a cupola. Its 
front building line is 230 feet back from Farming- 
ton Ave. and the base dimensions are 650 by 262 
feet. It is about 250 feet from the ground to the 
cupola top. For a height of five stories there are 
75-foot wings, and above that 60-foot wings. The 
total area is 769,000 square feet. 

The building is of brownstone and red brick, 
with white trim. Because the requirements of a 
modern office building had to be adapted to the 
details of the Colonial style, one important depart- 
ure from tradition was made—the 42tna building 
has larger window space end larger windows in 
proportion to wall space than is found in the pur- 
est Colonial examples. Yet this has been achieved 
without sacrificing the Colonial spirit. In only 
one other respect does the building depart from 
the pure Colonial: usually the white trims are of 
wood painted white, but to conform with the build- 
_ing laws white stone was used. 

The Colonial effect is most evident on the eighth 
floor, which is directly beneath the cupola, and 
which is occupied by the executive suite. The 
Colonial treatment is also strongly emphasized on 


the first floor center, and at the east and west ent, 
of the ground floors. 

The extensive grounds about the building hy, 
been graded and landscaped to form a perm 
nently attractive setting. Trees in front of 
building have been preserved as far as possib, 
and those which were removed to provide th 
esplanades have been transplanted in other par, 
of the grounds. The central esplanade, on eithe 
side of which are beautiful shade groves, gives a 
unbroken view of Farmington Ave. Artistic wind. 
ing drives, picturesquely lighted, lead to the buili 
ing. An automobile parking plaza for officers ani, 
employees comfortably accommodates more thay, 
500 cars. Between the plaza and the rear of the, 
building are twelve tennis courts, both clay and 
grass. 

There are 28 miles of electric wires in the build. 
ing, with 15,000 outlets. To insure quiet working 
conditions, 300,000 square feet of Celotex acow. 
tical ceiling material was used. 

A tremendous amount of equipment is needa 
for routine daily servicing of the building. 1 
give some idea of the different types of equipment 
in daily use, there are over 800 dial telephones for 
general use, a manual telephone switchboard for 
incoming and toll calls, 14 passenger elevators, 4 
vertical automatic conveyors connecting all floors 
for mail, records, and supplies, a vacuum cleaning 
system with over 400 outlets, and two cafe’ 
with capacity of 1,000 at one sitting. 

Recreation facilities for all employees in 
club rooms, eight howling alleys, twelve tennis 
courts, two squash courts, a handball court, and 
an assembly hall with a seating capacity for 1,000, 
complete with stage and motion picture booth, for | 
entertainments, basketball, and dancing. | 
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Servicing a battery of filing equipment with minimum of interruption to work of department. 


Maintenance of Filing Equipment 


By Julius L. Barkman 
Barkman-Colbee Service, New York. 


% FOR QUITE a number of months, during the 
war and since its close, I have often wondered 
how the file departments of many large organ- 


| izations were able to continue operating effi- 


ciently, in view of the woeful condition to which 
their equipment had been allowed to deteriorate. 

This wonderment was occasioned by my dis- 
covery, in the course of supplying all types of steel 


HE SPEAKS FROM EXPERIENCE 


%& THE AUTHOR of this article is well qualified to 
discuss an important but neglected subject. 
Sensing the need for systematized filing equip- 
ment maintenance, he set up some time ago, in co- 
operation with Ben Kulchin, a servicing organization 
to handle the mechanical upkeep of all types of 
steel filing equipment for a number of office clients 
in the New York metropolitan area. Both men had 
Previously gained valuable practical experience in 
connections in the office equipment industry. 
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filing equipment to companies in the greater New 
York area, that the great majority of users of this 
equipment will pay a lot of money for high qual- 
ity filing units and then use them for years with 
never a thought for their proper maintenance. 

Typewriters and most other kinds of office 
equipment come in for a lot of coddling in the 
course of their office career, and rightfully so; 
but the same people who act intelligently in safe- 
guarding the life of these vital office tools, have 
a puzzling disregard for filing equipment which 
they paid a lot of money for, and which plays an 
equally vital role in-the daily office routine. 

These facts were brought home to me as I ex- 
amined filing cabinet after filing cabinet, usually 
finding that the mechanisms were full of grit and 
dirt, that wheels were running flat as a result of 
this, that pins were always loose, that case and 
drawer strips were usually out of alignment, and 
that in most instances the bearings were as dry 
as a bone. 

(Turn to next page) 
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The consequence of this neglect was that file 
drawers were constantly getting stickier and 
noiser in their operation. With an ever increas- 
ing load of file material going into each drawer, 
opening them was bound to require more and 
more of an effort. 

In my spare time, I conducted a little survey 
that was most revealing. My findings were that 
most office managers, purchasing agents, and 
heads of file departments were quite unaware that 
file equipment has to be serviced periodically— 
that with such servicing the vital work of filing 
can be expedited with highly beneficial effect on 
the filing staff and on the life of the equipment. 

I also learned that when part of a file cabinet 
does break down, the responsible individual usu- 
ally calls in a general handy man or repair man, 
who remedies the fault, but since he hasn’t been 
instructed to look further, retires without doing 
anything in the way of preventive maintenance. 


Long-suffering! 

What is more, I learned that management 
through the years has had a minimum of com- 
plaints concerning faulty file equipment, which I 
can only attribute to the uncomplaining nature of 
the average file department employee. 

Of course, department heads are aware of the 
high turnover in file department help, but it seems 
as though they have not given consideration to 
what easily might be an important contributing 
reason for this turnover—faulty equipment, dis- 
couragingly difficult to operate. 

Precisely what are the essentials of treatment 
called for in restoring tired and weary filing cabi- 
nets to prime condition? 

Here are the steps which we at Barkman-Colbee 
Service have agreed upon as constituting the most 
' effective formula: 


(1) All drawers are removed from the cabinet. 
Contents do not have to be removed from the 


drawers, an important consideration for the file 
supervisor. 

(2) All suspension slides are removed from the 
cabinet case. 

(3) All parts, such as suspensions, ball and 
roller bearings, case and drawer strips, ar 
cleaned of dust, dirt, and grit. “> 

(4) All parts are checked for Operating eff. 
ciency and repaired or replaced if necessary, 

(5) All parts are given the right type of lubri- 
cant in the proper amount necessary for the pre. 
vention of wear. 

(6) Case and drawer strips are checked for 
alignment. 

(7) Drawers are returned to the cabinet case, 
checked for ease of operation, and suspensions are 
wiped dry to prevent clothes from becoming 
soiled. 

(8) Drawers are checked for alignment at top 
and sides. 


Duration of treatment | 

Although I think that such treatment should 
be repeated annually, the good effects of an over- 
haul job of this character are considered by some 
to last longer, depending of course on the location 
and handling of the equipment. 

Incidentally, this type of maintenance work has 
been expanded to include treatment of the draw- 
ers of steel desks which can be subject to much 
the same ills as filing cabinet drawers. 

One of the illustrations accompanying this ar- 
ticle gives a good idea of what can happen to es- 
sential parts of filing cabinets by reason of un- 
witting neglect. After all, the office is careful to 
maintain its other expensive tools in good con- 
dition—why should it not seek in the same way 
to get the most out of its filing equipment? Take 
good care of other expensive apparatus around 
your office, and I’m sure that you’ll want to get 
the most out of good filing equipment too. 


Here's a comparison of new filing cabinet bearings (top row) 
and similar parts from cabinets which have been neglected. 
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RIGHT: 

IN OPERATION. This is the new post-war Blue 
Streak Protectograph check writer and signer, which 
the Todd Co., Rochester, N. Y., has just announced 
is available for delivery to business firms. Performing 
six operations at once—imprinting, protecting, adding, 
listing, counting and signing—the Blue Streak can 
process as high as 2,500 checks in one operator-hour 
and more than 3,000 if the same amount is repeated. 
By comparison, approximately 75 checks can be proc- 
essed through the same operations by hand in one 
man-hour. In addition to multiplying the efficiency of 
time and effort, the new electric unit provides safety 
and control many times greater than any hand check 
writing methods. This safety and control is so effective 
that Blue Streak users are protected against loss from 
forgery or alteration by insurance policies provided 
without cost. 


LEFT: 


THE NEW MULTI-PURPOSE CONSOLE introduced by Execu- 
tone, Inc., 415 Lexington Ave., New York, was designed to give 
complete voice-paging facilities as well as Music-At-Work. The 
single cabinet of mahogany veneer contains all the central control 
elements needed in a sound system requiring up to 50 watts. Any 
number of microphones with their associated controls located in 
separated departments can be used. The one-button control fea- 
ture permits the user who may be at any microphone to speak by 
merely pressing one button; any music program is cut off until 
the message is finished. The amplifier contains an exclusive con- 
stant voltage circuit which maintains equal volume regardless of 
the number of speakers in the system which are turned off or on. 
For a full description, write the company. 


RIGHT: 


_AN AUTOMATIC BLUEPRINTING machine for 
high speed production of blueprints, whiteprints, 
vandyke prints, and blueline prints. The machine 
is sturdy and dependable. It operates on a con- 
tact principle. It has a quartz lamp, aperture 
control, and central controls for simplified feed- 
ing. Among its other features are a double chem- 
ical applicator, thorough washing, proper paper 
tension, temperature control, threader, concealed 
air dryer, and a nested drum dryer. From the 
Paragon-Revolute Corp., 115 South Avenue, 
Rochester 4, New York. 
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LEFT: 


PURCHASING AGENTS will be seeing these individual bags of 
assorted rubber bands on their stationers' counters. The bags sal 
for 10 cents and hold about % of an ounce of rubber bands. 7 
are known as the Snappy-Pacs. Introduced by the Spencer Rubber 
Products Co., Manchester, Conn. 


RIGHT: 14 j 

STOPS FIRES QUICKLY. To help reduce the enormous losses 
caused by fire, the American-LaFrance-Foamite Corp., Elmira, N. Y., 
manufacturer of fire-fighting equipment, has published a 24-page 
illustrated book entitled What You Should Know About Modern 
Fire-Fighting Devices. Free of charge. It describes and illustrates 
the proper use of the various types of fire-fighting devices for the 
class of fire for which each is intended. For cases where a small 
industrial fire gets beyond the incipient stage of hand portable 
fire extinguishers before the fire department arrives, this book il- 
lustrates the use of larger units which can be put into action to 
extinguish or hold the blaze under control. 


LEFT: 


DOESN'T SMUDGE. The Del-e-tape eradicable 
typewriter ribbon has all the advantages of any 
other ribbon, plus the fact that it does not smudge, 
is easy to erase, and gives long wear. An ordinary 
rubber eraser will make minor corrections. For 
important corrections the Del-e-tape eradicator is 
used. It removes whole words without marring 
the paper. Shown in the top photograph is the 
eradicator being applied. In the bottom photo- 
graph the corrected area shows no trace of the 
erasure. Ribbons for all standard typewriters are 
$1.25 each, or $12 a dozen. For 1|.B.M. Electro- 
matic machines, they are $1.50 each, or $15 a 
dozen. The eradicators are 50 cents each. The 
ribbons come in black, black and red, and blue. 
seaueee | Distributed by Aetna Products Co., 202 East 44th 
io ARS os im St., New York 17. 


LEFT: 
A SOLUTION to intercom problems. The Dic- 


tograph Electronic intercom is a low-cost system 
which features instant, selective voice-to-voice 
contact and excellent tone fidelity. It is a com- 
pletely flexible system which can be installed in 
both large and. smal! organizations. For a com- 
plete description of the various applications of 
the electronic intercom, write the manufacturers, 
Dictograph Products, Inc., 580 Fifth Ave., New 
York 19 
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RIGHT: 


CONTROL CREEPING. When vibration control blocks 
are placed under the feet of office machines, vibration is 
absorbed and the machines stay put. These blocks are par- 
ficularly useful where office floors are made of concrete, 
tile, or other similar smooth material. These small squares 
of aluminum are mounted on special vibration absorbing felt 
treated so that it will not slip. From the Underwood Corp., 


| Park Ave., New York 16. 


RIGHT: 


THE MODERN OFFICE WILL WANT IT. This good looking arm 
chair is from the line of chrome triple-plated tubular office furni- 
ture made by the Cole Steel Equipment Co., 349 Broadway, New 
York 13. Other pieces in the line, not shown, include two styles 
of 3-seater settees, two 2-seater settees, and another arm chair. 
The tubing is plated with copper, nickel, and chromium. Pieces are 
upholstered in grained Vinyl simulated leather, which the compan 
says will not scuff or scratch and resists stains, repels water, an 
wipes clean easily. Colors include blue, red, brown, green. Some 
pieces come in two tones of red-beige and green-beige. 


RIGHT: 


NEW IN OFFICE BASKETS. The Gunn 
Furniture Co., Grand Rapids, Mich., creators 
of the much publicized Coronet desk, have 
produced the Spacesaver, a really new 
basket. Its dimensions, 24 inches high, 
12 inches wide, and 6 inches deep, provide 
a full cubic foot of capacity. Those form 
letters and. advertising folders stand neatly 
on edge, just as in a filing cabinet. "You 
don't have to stick your foot in the thing 
two or three times a day to make room,” 
says Mr. Vaught. The Spacesaver is espe- 
cially handy around the desk. It can be 
‘lipped into the knee space to nestle 
against either pedestal. It can be placed 
against the rear partition, and if the desk 

/& recessed partition, this is a handy lo- 
cation. Or, it may be placed at either side 
of the desk. lf it must be located in a pas- 
Sageway, it occupies only a third the width 
of @ conventional basket. Built of heavy- 
geuge metal, it is dust tight and ash tight. 
Attractively finished in neutral tan. 
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LEFT: 


INSTALL this room air conditioner in any type window. The Air- 
temp Div. of the Chrysler Corp., Dayton, Ohio, says it features high 
capacity, light weight, wide range adjustment of air delivery, and 
adjustable outside air intake. The sealed radial compressor elimi- 
nates drive belts and shaft seals and permanently seals out dust, 
dirt, and moisture. Can be used for ventilating purposes when 
cooling is not required. Single control operation. Can be plugged 
into the average 115 volt electric outlet. May be installed without 
removing radiators which are often installed under windows. Weighs 
196 pounds. 
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ABOVE: 
THE THREE-WAY NOTEBOOK HOLDER. This aluminum 


desk accessory holds a spiral bound notebook and a pencil. 
Reversed, it becomes a convenient lap-board for taking dic- 
tation. It is also a copy-holder for the typist. Made of 
an aluminum alloy hand-buffed to a mirror-like finish. There 
is no plating or surfacing to flake or wear off. Light in 
weight. Part of the new line of desk accessories intro- 
duced by Bushman-Moore, Inc., 2034 East 7Ist St., Cleve- 
land 3, Ohio. 


LEFT: 
STURDY AND GOOD LOOKING. This new smoking stand 


BELOW: 


WITH A METAL COVER. The Hang-A-File is now 
available with metal cover as well as without. The 
cover has been engineered for easy attachment. 
Immediate delivery. Both units will be sold complete 
with 25 Hang-A-File folders A—Z inserts; folders 1-3! 
or blank inserts are optional. Additional information 
may be obtained from Louis H. Farber, 3! East Con- 
gress St., Chicago. 


from the La Salle Products Co., 2216 North Clybourn Ave., Chi- 
cago 14, is unusually heavy and sturdy to withstand very hard use. 
The height from the 8 inch amber glass liner to the floor is 24 
inches. The base has a diameter of || inches. It comes in three 
finishes, chromium at $8 each net; statuary bronze at $7 each, net; 
and Old English at $7 each net. All finishes are plated and lac- 
quered. Individually boxed. 


” Priced at 50 cents for a four ounce bottle. The bottles are perme 


LEFT: 


A DRY WRITING INK, known as Superchrome, has been devel- 
oped by the Parker Pen Co., Janesville, Wis. According to the 
company the ink has the following advantages. The ink dries 4 
it writes by vertical penetration into the paper, and not by evapore 
tion, or drying of the solvent. The company says that Superchrome’s 
five colors are 60 per cent more brilliant than other inks. The colors 
keep their brilliance, on the average, as long as the paper on which 
they are used last. The Parker 5! is currently the only fountain 
pen designed to contain the high surface activity of this new ink. 


nently set in a protective jacket of bright aluminum striped with the 
color of the ink. Colors are Carib blue, Rio red, jungle green, condor 
blue-black, and mantilla black. 
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RIGHT: 


REDUCES PRICE. The Wells Office Fu 


La Salle St., Chicago 5, has announced that its Posture-Rite chair 
which formerly sold list for $46.20, now lists for $41.40. The com- 
pany describes this as the chair with comfort built in because four 
easy adjustments provide comfort for the user. 


LEFT 


have 
tube: 
Slip 


RIGHT: 


WIDE BAND OF GOLD. Sainberg & Co., Inc., 37 West 
2th St., New York, offers this new executive desk pad. The 
wide gold band design is available in three different styles. 
The company achieves the wide band effect by closely spac- 
ing 15 thin single lines of 24-karat gold. The pad measures 
20 by 34 inches and has 4-inch padded panels. In simu- 
lated leather, the pad retails for $3 with a stiff cardboard 
base and for $5 with a linoleum base. In top grain cowhide 


with linoleum base, it retails at $10. Available in brown, 
maroon, and green. 


» 1947 


rniture Co., 725 South 


ABOVE: 

ALL-PURPOSE STAPLER. The Arrow Fastener Co., Inc., 30 
Maujer St., Brooklyn, N. Y., presents its combination stapler and 
tacker. Has heavy nickel plating with black crackle base. Weighs 
14 ounces and has reach of 334 inches. Fastens 40 sheets of paper 
and loads 210 standard staples, '/2 by '/4 inch. 


AVAILABLE AGAIN. The B. F. Goodrich Co., Akron, Ohio, has 
announced that sales of Klingwell stationers' cement and floor mats 
for office chairs, which were interrupted by the rubber shortage, 


been resumed. The cement will be packaged in 2!/4 ounce 
s, 4-ounce bottles, quart jars, and gallon cans. The Never- 
office chair mats are 36 inches wide, 46 inches long, and 3/16 


inches thick. 
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LEFT: 


OUTFITTING THE OFFICE. Two new desk units made 
walnut-grained plastic. The DesKing holds memo-pad 
bottle, and pen. The Auto-Flow ink well has a pates 
design regulating ink flow. It can be mounted on 
DesKing when the pen bracket is removed to make a « 
functional, all-purpose desk unit. Both are individud 
boxed in attractive packages. The units are molded by § 
Sterling Plastics Co., Union, N. J. 


ae 


ABOVE: 

A NEW BALL POINT PEN. It's the Ball Revere 
introduced by Plasticraft Specialties, 3222 West Cer. 
mak Road, Chicago 23. Molded of plastic in an 
assortment of attractive colors, it has a gold plated 
metal clip and band. Low priced. 


LEFT: 

A CIRCLINE FLUORESECENT UNIT is incorporated in 
this new lamp from the Admiral Lamp Mfg. Corp., 2326 
Indiana Ave., Chicago. It is one of a new group of desk 
lamps to use the circline fluorescent unit. This lamp is 23 
inches high and has a 32-watt, 12-inch circline tube. The 
ballast is constructed in the base and is air-cooled. Finished 
in statuary bronze. All Admiral fluorescent lamps are built 
to prevent current leakage and to counteract radio interfer- 
ence. They also have a quick manual starting switch. 


BELOW: 


THIS IS THE new Stratford Celebrity ball pen. Its makers, the 
Stratford Pen Corp., Salz Bldg., New York, say it is dependable 
and has a Friction-free feature. The Celebrity retails for $1.95. 


ABOVE: 
THE SURFACE-ATTACHED Holoflux, a new lighting unit 


combines beauty with functionalism. Its makers say it elimin 
the objectionable elements of ordinary fluorescent lighting. 
new curved-type Controlens sends a strong, intensive, pattern ¢ 
light downward to insure a high level of illumination, with a notte 
able absence of glare. The upper refracting member spreads 
light widely across the ceiling to provide a luminous backgre 
to the lighting system. It is a fully enclosed lighting unit. Me 
by the Holophane Co., Inc., 342 Madison Ave., New York I7. 
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RIGHT: 

THE LATEST ADDITION to the Autodex line of telephone 
indexes. Made of plastic in eight attractive colors, this re- 
jails for about $2. Available for immediate delivery from the 


ng unit 
it elimin 
ighting. 

», pattern § 
vith a noti 
+ spreads 

; backgro 
unit. Mas 


York 17. 
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Zephyr American Corp., 2 West 46th St., New York 19. 


LEFT: 

SYNCHRONOUS PROGRAM CLOCKS. _ The 
gomery Mfg. Co., formerly the Montgomery Time Systems, 
Owensville, Ind., has announced a new line of modern 
styled synchronous program clocks, which will automatically 
control all types of signals. The clocks will actuate on any 
pre-determined schedule, all types of signals such as bells, 
horns, lights, sirens, and gongs. 
tem will carry 1,000 watts load. 
clocks continue to follow an exact schedule until ‘eset. 
Over-all dimensions of the single circuit clock is 1! inches 
high, 8 inches wide, and 4 inches deep. The case is fin- 
ished in rich old ivory baked enamel, the dial lettering in 
Chinese red. For a complete story on the many new fea- 
tures of these clocks write the company at 549 West Wash- 


Mont- 


The signal switching s 
Once set, any of ft 


ington Blvd., Chicago 6. 


BOVE: 


CONTINUOUS PRINTER from Peck & Harvey, 5736 Northwest- 
Ave, Chicago 45. This printer exposes direct process black 
‘white prints, blue prints, and ammonia-type prints, from trac- 
a, charts, drawings, and letters producing clear prints up to 44 

wide in one continuous operation. Printing may be done 
cut sheets or roll stock at speeds from 6 inches to 42 inches a 
inute. Dimensions, 68 inches long by 16 inches wide by 17 inches 


» 1947 


BELOW: 


NEW DESIGN, NEW PACKAGE. The G. J. Aigner Co., 
503 South Jefferson St., Chicago 5, is now manufacturing new 
Aico protective holders of double transparent, fireproof plas- 
tic, which permits complete visibility front and back. Special 
features include two eyelets, one on the short side and the 
other on the long, making it possible to hang the holders 
horizontally or vertically. Metal edges protect the corners. 
Has a side opening which makes it easy to slide papers in 
and. out. The holders are boxed in an attractive orange and 
white package. A blue and white label on the packagr gives 
all the necessary information about the contents. 
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ABOVE: 

MORE THAN ONE HUNDRED MEM- 
BERS of the Columbus (Ohio) chapter of 
the National Association of Cost Account- 
ants journeyed to Athens, Ohio, to inspect 
the main plant of the McBee Co. In the 
evening they were dinner guests of the 
company at the Athens Country Club. Mem- 


bers were welcomed by P. M. Zenner, vice- 
president of the company, who arrived 
from New York for the occasion. H. C. 
Davis, general sales manager spoke on “Our 
Relations with Accountants." Rowland H. 
Lutz, chapter president, complimented the 
McBee officials on the modern well-kept 
Athens plant. 


ABOVE: 


ATTRACTIVE AND DURABLE is the new line of 
Fine-Rest aluminum office and_ institutional chairs 
made by the Lomkard Industries, Empire Building, 
Youngstown, Ohio. The designers had two objectives, 
to use natural finished alumi and modern simu- 
lated leather upholstery materials in such a manner 
as to harmonize with any surroundings and to mini- 
mize the number of separate parts in the chairs’ con- 
struction for greater durability and service. The 
company says the design efficiency has brought the 
Fine-Rest line well within the moderate price range. 
The chairs have bolted and welded construction. Com- 
plete color selection in nailed or stitched upholstering. 


ABOVE: 


IT SPRINGS OPEN. The Pressalist indexing device 
springs open to the place you want by merely touching 
the letter on the front. Has 1,300 spaces for names, phone 
numbers, addresses, other data. The cards lift right out for 
typing or replacement through a looseleaf arrang it 
Made of plastic and metal; the keys are red with white let- 
tering; the body is mottled brown. Priced at $3.50. Made 
by the Bates Mfg. Co., 30 Vesey St., New York. 


BELOW: 


THE EVER USEFUL Erasaguard made by Kee Lox Mfg. Co, 
Park Ave., New York, saves time, effort, trouble, and station 
costs. It promotes better and neater typewritten work. 


it is of 
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ful not only to the typist but also to the supervisors who have. 
lay out work for typists. It is supplied for both elite and pi 
type. You use it as a guard when erasing. It fits the roller. It 
also used for meecuring typewritten words and vertical typewn 
spaces; is an inch cule, a line guide, and a punch gauge. Mining 
order, one dozen ai $3 a dozen. 
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At Cincinnati—exchange of ideas in an atmosphere of fellowship 


NOMA’s 28th Annual Conference 


Explores Management Techniques 


By Kimball Darby 
, THE twenty-eighth annual International Con- At this conference more than ever before the 
ence of the National Office Management Asso- international aspect of this organization was 
tion at the Netherland Plaza Hotel, Cincinnati, brought into focus, for office people not only from 
io, May 25th through 28th, with “Production the United States and Canada but also from 
ning” as its theme, was a great success. Europe and the Middle East came to see and hear 
. 
. NOMA's new president, O. J. McMunn (center), flanked by the new vice-president, Kenneth B. 
r Willett, left, and Oakah L. Jones, new board chairman, right 
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William H. Evans, NOMA secretary- 
treasurer 


what this association has to present in the way 
of office management techniques. 


McMunn heads association 


O. J. McMunn, Duquesne Light Co., Pittsburgh, 
vice-president of NOMA, was elected president; 
Kenneth B. Willett, Hardware Mutual Life In- 
surance Co., Stevens Point, Wis., director-at-large, 
was elected vice-president, and Oakah L. Jones, 
Oklahoma Natural Gas Co., Tulsa, Okla., relin- 
quished the president’s chair to become chairman 
of the board of directors. W. H. Evans was re- 
appointed secretary-treasurer. 

Also elected for 1947-48 were the following 
national directors (number indicates area): 1. 
F. L. Haskell, Hartford, Conn.; 2. S. R. Leach, 
York, Pa.; 3. Robert B. Small, Raleigh, N. C.; 


4. B. R. Haynes, Knoxville, Tenn.; 5. Wilj 
Keenan, Toronto, Canada; 6. W. M. Bennett 
dianapolis, Ind.; 7. H. Nelson Morey, Cincinngal 
Ohio; 8. M. J. Seibert, Milwaukee, Wig. 
Charles M. Wilson, Kansas City, Mo.; 10, § 


Clark, Houston, Texas; 11. F. J. Macllroy,@ [ 
Francisco; 12. J. B. Andrews, Seattle; 13, Am 
McCrickard, New York. we 

The following directors at large were elec 
A. G. DeVaughn, Atlanta, Ga.; J. F. Ross, Wig 
peg, Canada; H. J. Brogley, New York; andF 
Keller, Akron, Ohio; C. F. Fleckenstein, Detrg 
and H. A. Wichert, Omaha, Neb. 


Winners of annual awards 


At the annual banquet of the associagj 
E. H. Conarroe, Metropolitan Life Insuranee 
New York, outgoing chairman of the boarg 
directors, made the annual NOMA awards, J 
presented the NOMA Fellowship Award to Ba 
Wharton, vice-president of the Atlantic Refi 
Co., Philadelphia. Coleman L. Maze, New Yauam 
University, received the Leffingwell Medal. 

This was the first International Conference fama 
which NOMA’s General Conferences & Exhibiea 
Committees prepared the full program; the Gall 
cinnnati chapter assisted by providing ente ay 
ment and hospitality features. 

Sunday is traditionally a “pre-conference” 
at NOMA’s national get-togethers, but 
doesn’t mean that Sunday, May 25th, was aaa 
of rest for the various functional committees 
the able national headquarters staff under t 
direction of William H. Evans, secretary-treasure 
of the organization. On Sunday morning co 
ference headquarters were established and th§ces, 
national committees met to outline their objednecti, 
tives and procedures. nder 

In the afternoon the various committees foguesn 
research and work simplification, standards, edwmet. 
cation, admissions, programs and chapter ser} The 


At the Chapter Presidents’ Dinner 
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nder th 
treasure 
ling cor 
and th§ces, and publicity conferred in their various 
ir objecting rooms. The chapter presidents’ council, 
nder the chairmanship of O. J. McMunn, Du- 
ttees faguesne Light Co., vice-president of NOMA, also 
ards, edwmet. 
ter ser} The reception and chapter presidents’ dinner 
eld that evening rounded out a thoroughly suc- 
essful pre-conference day. E. H. Conarroe, Met- 
opolitan Life Insurance Co., New York, chairman 
the NOMA board of directors, who was chair- 
man for the banquet, and R. H. Stuebing, Union 
mntral Life Insurance Co., Cincinnati, toast- 
meter, kept the banqueters in a high state of 
musement as they traded barbs, quips, and 
folleries. All of the area directors, seated on the 
us, were introduced to the banqueters. Enter- 
ment and dancing followed the dinner. 


Sessions begin 


formal opening of the conference came on 
Ronday morning when Louis Keck, Strietman 
meecuit Co., Cincinnati, president of the Cin- 
@emati chapter and chairman for the first session, 
Balled for the singing of the national anthems of 
fe United States and Canada. 
¥ pPollowing the invocation, given by Dr. Ben M. 
Mister, president of the Cincinnati Council of 
; itches, Mr. Keck extended a warm welcome to 
present. Hon. James Garfield Stewart, justice 
i the Supreme Court of Ohio and a former mayor 


Beincinnati, extended the city’s welcome to the 
“i-towners, 
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At the annual banquet 


Oakah L. Jones, Oklahoma Power & Light Co., 
Tulsa, Okla., president of NOMA, responded, in 
assuming the chair to introduce W. E. Dewey, 
—— consultant for the U. S. Army Air 

orces. 


“Operation Kingbird." 


Mr. Dewey invited business and industry to 
join the Air Forces in “Operation Kingbird,” the 
basic objective of which (for the air arm) is “to 


W. H. Evans, Noma's secretary-treasurer, hears from Elov Bergkvist, 
Sweden (extreme right); Jack Hodges, Canada (seated), and K. E. 
Schang, Sweden (right). 
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equal in human, scientific management its own 
record in the technical, scientific, and strategic 
use of air power,” and which for business and 
industry would be “to equal in human, scientific 
management its own record in the technical, 
scientific, and strategic use of material.” 

' Drawing the parallel of the three speeds of the 
‘airplane and the maximum productive speed of 
the office employee, Mr. Dewey said, “The safe 
work load for the worker is what the cruising 
speed is for the plane. It results in the highest 
average production. It is humane. It is the long- 
range part of production planning.” 


The work load 


With Hugh R. Brown, Union Bag & Paper 
Corp., Savannah, Ga., presiding, Harry L. Wylie, 
Pure Oil Co., Chicago, was introduced to present 
a paper on “Analyzing and Determining the Work 
Load.” Mr. Wylie said in part, “An office cannot 
‘be managed by observation, nor can production 
schedules be established by ‘feel.’ Regardless of 
how delicate and sensitive the touch, the day-to- 
day problems of production management are but 
a segment of the long-range problems of produc- 
tion control. 

“In plain, everyday words, our subject is: ‘How 
much work is there to do and who is going to 
do it?” We might add the question, ‘How much 
time do we have for its accomplishment?’ ” 

In the afternoon, technical sessions were trans- 
ferred permanently to the Music Hall, where the 


Office Equipment Exhibit was housed. Gale M. 


Dean, Mission Metalcraft, Los Angeles, Cal., 
started the afternoon session by introducing 
Frank M. Knox, Frank M. Knox Co., Tulsa, Okla., 
who spoke on the testing of office procedures. He 
contended that the application of any one of the 
many techniques for treating office problems be- 


Office Equipment Exhibit drew interested throngs 


fore the overall problem has been defined ig j 
taking medicine in advance of a diagnosis, 

Elton S. Bailey, Refrigeration Equipment § 
San Diego, Cal., introduced the next speai 
Carl H. McKenzie, Pennsylvania Telephong 
Mr. McKenzie spoke on the standard p 
manual as a basis for establishing work royfj 
range part of production planning. 


Fairs and exhibits 


John S. Wiltse, Johns-Manville Corp., iy 
duced by John A. Pendery, Southwestern Publi 
ing Co., Cincinnati, gave a talk on the history 
exhibits and fairs. In pointing up the t 
that have taken place in the development of 
hibitions down through the centuries, Mr. 
said of the specialized commercial exhibitio 
“Progressive industries, realizing the real 
in business of office management and p 
equipment, have set up special departments w 
function it is to study developments in the fied 
of office equipment. Their task is greatly 
duced and simplified by the opportunity to 
under one roof new developments, and to.com 
one against the other.” 

Mr. Wiltse congratulated the NOMA exhibito 
for making available to thousands the chance 
learn of new developments in the field of offic 
efficiency. 

In the evening, 0. J. McMunn, NOMA vie 
president, was chairman of the area director! 


dinner. 4 

In spite of a night baseball game between th I 
Cincinnati club and the Pittsburgh Pirates, th fi 
attendance at the office equipment exhibit tha °” 
night testified to the manner in which this fea e 


has caught on. 
Tuesday morning’s technical sessions opened 4 
the Music Hall with the introduction of Kenne 
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“What can it do for our office?" 


H. Ripnen, Kenneth H. Ripnen Co., New York, by 
Charles M. Ward, Kraft Foods, Ltd., Montreal. 

Mr. Ripnen, a leading architect specializing in 
ofice and plant layout, urged management to 
consider improved, attractive layout as an aid to 
increased office production. 


"No room for humanitarianism" 


“There is no room for humanitarianism in busi- 
ness,” Mr. Ripnen said. “Business must be strictly 
business and improved environment for office 
workers is strictly a business proposition. In 
terms of business, good environment is a distinct 
asset, whereas poor environment is a distinct 
liability.” ; 

“Education—America’s Greatest Hope” was 
Read of the Department of Business and Voca- 
tional Education, Teachers College, Columbia 
University. He was introduced by J. S. Pieringer, 
rcs Standard Insurance Co., Fort Worth, 

ex. 

Decrying the poor results of this country’s 
educational system, and citing statistics to prove 
his contentions that the educational system gen- 
erally leaves the student ill prepared for work 
effort in the future, Dr. Forkner called on NOMA 
© undertake a specific program in every com- 
munity where a chapter was established. Describ- 
mg such a program, Dr. Forkner said, “It in- 
Wolves, first, the acceptance of a charter for 
Education for young Americans. Secondly, it 
involves a planning. committee in each chapter 
Mat will sit down with the superintendent of 
Schools and the board of education, and to present 
the charter to them. Finally it involves a follow- 
Up by each chapter to make certain that steps are 
pPeing taken to bring the schools into line with the 

Program as set forth in the charter.” 


June, 1947 


the title of the address of Hamden L. Forkner,. 
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Dr. Forkner also claimed that too frequently 
the young student was at a loss when it became 
time for him to make the adjustment from school 
life to community life, and mentioned favorably 
the cooperative vocational training plan utilized 
favorably by many school systems. 


Annual business meeting 
Oakah L. Jones, president of NOMA, presided 
over the annual business meeting. It was at fhis 
session that new national officers of the associa- 
tion were elected, the year’s activities summar- 
ized, and announcement made of the winners of 
(Turn to page 58) 


R. W. Starreveld, International Office Ma- 
chines Research, guest of honor at banquet. 
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CAMERA 
FLASHES 
from 
NOMA‘s 
Office 
Equipment 


Exhibit 


ABOVE, first row: Kee Lox Mfg. Co.: R. K. Isaacs, C. K. Helle- 
bush, Jr., G. R. Gosey. Burroughs Adding Machine Co.: Mrs. 
Samuel Arden, Samuel Arden (Sam's, Inc., Detroit), C. E. Black, H. 
H. Confer. At the booth of Ozalid Division, General Aniline & 
Film Corp. Second row, Rite Line Sales Co., Inc.: J. J. McNulta, 
Jr. Dictaphone Corp.: B. J. Voss, H. J. Raabe. Friden Calculating 
Machine Co.: Jack Elmore, Bill Riefle, Grant Drummond. 
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OPPOSITE PAGE, first row (beginning at top): 

Executone, Inc.: William Sachs, Samuel A. Stern, J. E. Rendler 
Fred M. Brackman, Brush Development Co., Harry Hill, Soundmirror 
Division: R. A. Bratton Corp., Columbus, O., N. E. Greenfield, 
Burroughs Co., Cleveland, O., and C. O. Novorska. Diebold, Inczm 
George Hamill, Jr., and R. E. Hammond. 


Second row: Egry Register Co.: Ed Reilly and Alec Sheard. Gray 
Mfg. Co.: Edward Martin, Marc Baker, advertising manager, Miss 
Mary Alice Lemker, Mrs. Elise Willson. Art Metal Construction Co, 
and Wabash Filing Supplies, Inc.: George Vinton and L. R. Adding- 
ton, Wabash Filing Supplies, Inc.; M. C. Robson, Anchor Hocking 
Glass Corp., Lancaster, O.; Edward J. Sexton, Art Metal Construc- 
tion Co. ; 


Third row: National Cash Register Co.: L. F. Pfanner, T. P. Han 
non, A. D. Carroll. A. B. Dick Co.: H. E. Johnson, P. C.. Allen. 
Monroe Calculating Machine Co., Inc.: C. E. Rossell, Paul Campbellag 
E. A. Boem, W. M. Riffe, J. R. Loebker. 


Fourth row: Commercial Controls Corp.: J. D. Hendry, R. Mam 
Negley, Miss Elvira Allen, Jim Hendrix, T. H. Plummer. Victor Add=@ 
ing Machine Co.: William M. Stroyer, W. P. Reark, Carl Buehler, 
C. B. Acox. An important trio: O. J. McMunn, Duquesne Light 
Co., Pittsburgh, president of NOMA, flanked by |. J. Berni, Procter 
& Gamble Co., Cincinnati, and Gordon Brooke, Retail Credit Co. 9 
Atlanta, both past presidents of NOMA. 


Fifth row: Ditto, Inc.: Robert Marcus, Andrew Jergens Co., Frank 
Peterson, Cincinnati manager, Harry Hamburger, and Frank Gregor, 
Jr., advertising manager. Remington Rand, Inc.: K. H. Foesten and 
C. R. Doll. Booth of International Business Machines Corp. 


Sixth row: Recordak Corp.: R. B. Evans and R. A. Shumaker. 
Underwood Corp.: Blaine Rawdon, New York district manager, 
James A. McDevitt, Cincinnati regional manager, George L. Hos 
field, champion typist, demonstrating the new Underwood all elec- 
tric typewriter. McBee Co.: W. B. Salt, Miss L. LaFollette, Mrs. 
Ella Chaich, E. C. Smith. 


Seventh row: Addressograph-Multigraph Corp., front: J. F. Grays 
R. W. Kemp, K. L. Marshall, J. C. Holmes, J. R. Lonich. Back: 
JE. C. Bradley, L. D. Hall, R. A. Dooley and W. T. Cowan. Oxford 
Filing Supply Co., Inc.: Bob Reynell and Billy Kane. Rockwell-Barnes 
Co.: Leonard O. Rose, Lee Johnson, W. L. Whitmill, Jim Scott. 
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(From page 55) 
the Schulhof award. D. L. Brennan, assistant 
treasurer of Reed-Prentice Corp., Worcester, 
Mass., and Barrett B. Klopfer, Standard Register 
Co., Dayton, Ohio, each were presented with a 
$50 bond for the best papers presented at, re- 
spectively, a chapter of more than 50 members 
and of less than 50 members. The newly elected 
officers were formally installed at this session. 
That afternoon the session opened with the 
introduction of Dr. Earl G. Planty, Johnson & 
Johnson, New Brunswick, N. J., by J. L. Brown- 
lee, Tennessee Coal, Iron & R. R. Co., Birming- 
ham, Ala. 


Getting good supervisors 


The title of Dr. Planty’s address was “Selection 
and Development of Supervisors.” After defining 
“supervision,” Dr. Planty went on to say that 
“Management was the supervisor’s most im- 
portant function.” He indicated that much dif- 
ference of opinion centered around this thought. 

“Many managers,” Dr. Planty said, “assume 
that technical or mechanical skill in any given 
occupation is the first requisite for successful 
supervision. Yet experience has demonstrated 
time and again that no amount of operating skill, 
of accounting or business administration back- 
ground can alone insure a man’s success as a 
supervisor.” 

Dr. Planty pointed the way to the development 
of supervisors when he said that any good train- 
ing program should have three major objectives. 

The first is to familiarize supervisors with 
company policies, places and procedures that 
affect their jobs directly or indirectly. The sec- 
ond objective, he said, might be called the orienta- 
tion of supervisors and involves the acquainting 
of supervisors with the principles and practices 
of scientific management and insuring their ob- 
servance of these principles in their daily work. 
Here, Dr. Planty indicated, the objective called 
for the presentation of the “management skills” 
that go so far toward making supervision a mod- 
ern profession. 

The third major objective is to provide super- 
visors with the technical knowledge and _ skill 
necessary for the successful performance of their 
jobs or for advancement to more important jobs. 
He said that technical skill (proficiency in the 
operation being supervised) is a primary require- 
ment. 

The last speech of the afternoon was that of 
I. A. Herrmann, Servel, Inc., Evansville, Ind., who 
was introduced by Barrett B. Klopfer, Standard 
Register Co., Dayton. 

In a talk entitled “Work Simplification Applied 
to Paper Work,” Mr. Herrmann said that a good 
way to start a work simplification project is to 
take an inventory of paper work to get a com- 
plete picture of the volume, sequence, and dis- 
tribution of work in each department. Flow 
process charts for detailed analysis of existing 
procedures was another approach. Mr. Herr- 
mann’s talk was illustrated with large reproduc- 
tions of forms used in his own organization. 

The incoming board of directors met for the 
first time in the late afternoon at the hotel. 

Oakah L. Jones, outgoing president of the asso- 
ciation, presided at the annual banquet that night. 
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Guest of honor was R. W. Starreveld, presidey; 
of International Office Machines Research N. y, 
Amsterdam, Holland, who spoke on “The Art of 
Co-operation.” After’ touching briefly on his ¢ 
periences in the resistance movement in Holland 
Mr. Starreveld began his address by saying: 
“Today is the day of the specialist, each specialis 
covering only a limited field of knowledge and 
experience. Efficient management and smooth 
functioning of our social, economic and _ politica) 
institutions ask for close cooperation of thes 
specialists.” 

Mr. Starreveld took note of the tendency of 
some specialists to become mentally isolated as a 
result of complete absorption in their ow 
work. Such a situation does not breed the spirit 
of co-operation, and corrective measures should be 
taken. If the key word of the past generation 
was “efficiency,” Mr. Starreveld said, “co-opera- 
tion” should be the watch-word of the present 
generation. 

After identifying and evaluating the forces 
which stimulated co-operation among nations and 
individuals, Mr. Starreveld described other forces 
working toward improved cooperation. 

The Glee Club of the University of Cincinnati 
entertained the guests. 


Getting good personnel 


At the final session of the conference, Raymond 
O. Tell, New Orleans Public Service, Inc., intro- 
duced Horace I. Seeley, Carolina Power & Light 
Co., Raleigh, N. C., who made an address entitled 
“Selection and Development of Personnel.” He 
said that today search for better employees has 
become intensified, though performance on the 
job was still, as in other days, both the test and 
the finishing school for all employees. 

Decrying the custom of some hiring offices of 
waiting for help to come to them, Mr. Seeley said 
that the modern practice of going out and success- 
fully tracking down talented help was conducive fy 
of the same feeling of satisfaction as in returning 
from the hunt with a good bag of game. 

Mr. Seeley said that a most promising source 
of good office help was the cooperative training 
plan operated in conjunction with local schools. 2 
He had nothing but praise for the attitude of the ges 
G. I. student, of whom he said, “They go about 
this business of getting higher education as they 
went about the job of fighting the war. They 


seem to know what they want, and they have [0 


decided that education, no matter how hard they 
have to work for it, holds the key to the future. 

James Campbell, Appleford Paper Products, 
Ltd., Hamilton, Ontario, introduced Robert E. 
MacNeal, Curtis Publishing Co., Philadelphia, 
Pa., who, in his talk entitled “Effective Motiva- 
tion” showed that incentives for office help, both 
financial and non-financial, would have to be given 
increased consideration by management. Mr. 
MacNeal outlined procedures for the efficient 
realization of these objectives. 

O. J. McMunn, new president of NOMA, pre- 
sided at the annual luncheon on Wednesday after- 
noon. Luncheon guests heard William Smith, 
Chicago Better Business Bureau, give a talk en- 
titled “How Backward Is Our Front Office?” The 
completion of this luncheon marked the formal 
close of a memorable conference. 


June, 1947 


j 
A 
Se 
| a 
= : 
— | 
ri 
er ae 
ee. oe 
a 
. a 
.. 
: . 
= 
i. 
3 ‘a a4 
— 3 i e ¢ 
aa a 
oe 
+ 
| : 
a. : AN 
vq pm plo 
- ac 
re. , 
4 4 is] 
ts — 
7 fa 1¢ 
ee b | 
a ; 
ae h 
ae ( 
a | k 
q 7 
a . An 
q 7 a ' ) 
rel a ¢ 
4 = 
Pie a a ++ 
a og Bt 
:" ig _ 
=r 4 oo 
ook oe 
a. le hn ¢] 
_ -. » 
7 a ; 
- tae ori 
ae dan, 
_ a na ori 
ee offe 
ae ie 
—— Wis 
i em 
Y 
a sg ae 
_ 
& 3 ag he 
a 7 
7 = ; 
cra a 
if .: 0 | 
ae ia . 
| . ee a 
= — . me 
m _ a 2 : ie. eas ere eae es (y) 7) SUC Se ec cae oe 
Me a. a, ee. <): ee > a =. = 3 o ie a4 : 
oe ae gs 3 ee es i ce eee ee a ea diaie 


eSiden: 
N. V, 
Art of 
his ey. 
Olland, 
aying: 
2cialist 
re and 
smooth 
Olitical 
these 


ancy of 
d asa 
> own 
spirit 
uld be 
ration 
opera- 
resent 


forces 
is and 
forces 


innati 


mond 
intro- 
Light 
titled 
> He 
s has 
n the 
t and 


es of 
r said 
CCeSs- 
lucive 
rning 


ource 
ining 
100ls. 
f the 
about 


Smoke 


Or 


No Smoke 


AN all-out no-smoking rule applicable to male 
mployees is enforced by only one American or 
anadian company in a hundred. On the priv- 
lege side, one company out of two is inclined to 
banish all restrictions so far as men are concerned. 
omen workers, however, have strings attached 
o their smoking in five out of every six companies. 
he larger the number of office workers employed, 
he more equal the application of restrictions to 
both male and female workers. 
These findings are based on the results of a sur- 
ey of 836 companies employing 260,000 office 
workers in 75 principal cities in the United States 
and Canada, conducted by the National Office 
Management Association. Details on smoking 
and other current office practices on rest facilities 
and between-meal feeding are included in a Re- 
search Report issued by the association, entitled 
The Noma Office Customs Survey.” C. F. Fleck- 
enstein, of Standard Accident Insurance Co., De- 
troit, Mich., as national research chairman, was 
n charge of the survey. 
Why permit the office worker to smoke? 
Two companies out of five feel it improves 
morale and decreases time lost by loitering in lava- 
ories. Most companies do not believe smoking 
angerously increases the fire hazard. The ma- 
ority agree that granting the privilege had little 
tifect on reducing absenteeism and turnover. Most 
popular reasons for restricting or prohibiting 
smoking are ascribed to the poor impression it 
makes on the public—it looks unbusinesslike. 
Where is smoking permitted? 
The most favored places are lavatories, rest 
eg and enclosed offices. Men are most likely 
do their smoking in enclosed offices, while wo- 
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men take their fags to the lavatory. Smoking at 
desks for either sex is most generally frowned 
upon. 

Smoking privileges do not seem to be too greatly 
affected by the Canadian-American boundary line 
nor by United States geography. Canadian com- 
panies are more inclined to place restrictions on 
both sexes to a greater extent than American com- 
panies. Then, too, the farther west and south the 
company is located from the northeastern sea- 
board, the less the tendency to discriminate be- 
tween men and women. A comparable pattern 
of privilege and prohibition is reflected from 
ocean to ocean. 

The smaller offices are more inclined to be 
lenient in their smoking rules and allow greater 
freedom to both sexes. Half of the companies 
with 100 or fewer office employees do not trouble 
to restrict men smoking in any way. Of the 
260,000 office employees represented in the sur- 
vey, women outnumber men by a ratio of eleven 
to nine. 

Eight of ten companies reporting say the cur- 
rent practice has been in effect for more than ten 
years. ; 

Over 100 different types of businesses reported, 
with the largest bracket, 35 per cent, employing 
from 26 to 100 office employees. Six per cent of 
the companies employ more than 1,000 office 
workers. Forty-six per cent of the companies are 
engaged in manufacturing, but also represented 
are advertisers, publishers, banks, communication 
firms, food manufacturers and sales organiza- 
tions, governmental, educational and service agen- 
cies, insurance firms, public utilities, and trans- 
portation companies. 
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MISTER DEALER: 


We feel that the time has come for all dealers to pause and 
appraise the situation prevailing in the pen industry today with 
reference to all ball type writing instruments. We believe 

that we, at Sheaffer's, are in the best position to sound this 
note of warning because we can take a more dispassionate view 
of the ball type writing instrument as opposed to the conven— 
tional fountain pen than any other manufacturer. We make both. 


RESEARCH 


We spent a long time and a considerable sum of money in the 
research that preceded the release of the Stratowriter. We 
tried to remain calm in spite of the frenzy that captured 

the retailers and the consuming public with the first release 
of ball type writing instruments. Our research, plus 

our experience, had told us at a very early date this was no 
revolutionary instrument — no post-war wonder, but merely an 
instrument which gave the user a wider latitude in his 

writing habits than ever before. It is only in a very limited 
way a replacement for the conventional pen or pencil. 


YOUR CUSTOMERS TRUST _YOU 

When the first ball type writing instruments hit the market, 
however, claims made for them were fantastic. The American peo— 
ple, being fundamentally honest, accepted these claims at their 
face value. In some instances, they were disillusioned by 
cheap, shoddy manufacturing, and in other cases they were 
equally disappointed because they found out very quickly that 
the product did not live up to the claims made for it. People 
are extremely busy these days. They cannot always take time 

to analyze a product carefully. They feel — and rightly 

so — that either a product is good or it isn't. Either it 
lives up to the claims of the manufacturer or the retailer 

who sold it — or it doesn't. They will not be patient. 

They must be told the plain unvarnished truth if their 
confidence is to be maintained. 


THOUGHTLESS ADVERTISING BRINGS COMPLAINTS 


We have advertised the Stratowriter to the public as attrac—- 
tively as we could, and yet we have exercised considerable 
restraint so that the public would not be led into thinking that 
they were getting more than was actually built into the prod— 
uct. We have issued very candid instruction sheets with 

every Stratowriter. We realize that many people did not read 
these carefully, but the point we want to make is that we are 
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doing everything possible to refrain from creating any false 
impressions in the mind of the consumer. It is important that 
the sales person read and understand the Stratowriter instruc— 
tion booklet to be able to explain and to show the customer 

how to use and care for his Stratowriter. We have had 
complaints from consumers about the Stratowriter — something 
that any manufacturer can expect regardless of what he produces. 
We have investigated many of these and have found some 
evidences, frankly, of mechanical defects which were corrected, 
but in addition we have discovered an attitude of suspicion on 
the part of the consumer of ball type writing instruments due 

to one simple thing — general misrepresentation of the product. 


PROTECT YOUR CUSTOMERS 


You who read this, whether you own a store or work in one, may 
feel that you can do little to control the advertising policies 
of any manufacturer. You may feel that there is little 

you can do to call a halt to extravagant claims. We say that 
there is much you can do. Before you buy any ball type writing 
instrument, examine carefully the claims that the manufacturer 
makes for his product. If such claims are reasonable and the 
product is good, buy it. If the claims are unwarranted, 

don't buy it. The Stratowriter is a very definite part of the 
Sheaffer line. We feel that there is a place for this type 

of writing instrument in the field. 


GUARD YOUR REPUTATION 


If you already have in stock some ball type writing instruments 
made by an organization whose practices you have reason to 
doubt, we urge you to caution your customers that this instru- 
ment may not live up to their expectations. Ask your customer 
what he intends to use it for. Point out that it will do 

many things the ordinary pen or pencil will not do, but be 
equally careful to point out that it is not a replacement for 
either one. If you will do these things, you will be protecting 
your own good will — a paramount necessity if you plan to 

stay in business. 


SHEAFFER'S STRATOWRITER DIFFERENT FROM BALL TYPE 

WRITING INSTRUMENTS 
While the Sheaffer Stratowriter is a ball type writing instru- 
ment, it is entirely different from other ball point products. 
The holder for the fluid is constructed along similar lines 
to our conventional pens in that the writing fluid is placed in 
a plastic sac under pressure, and a continuous and even flow 
of fluid is further assured by a pressure bar on the inside of 
the writing unit. There is a vast and very perceptible differ— 
ence between the Stratowriter and other ball type writing in-— 
struments. Before buying any ball type writing instrument, 
carefully examine its construction. We urge you to safeguard 
your reputation for truth and reliability. 


Yours respectfully, 
W. A. SHEAFFER PEN COMPANY 


CRS; f C. R. Sheaffer, President 
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To Hold Two-day Conference 


% THE American Management Association is 
having a two-day conference June 11th-12th at the 
Waldorf-Astoria, New York, at which top indus- 
trial executives will consider general management 
problems arising from industrial and_ social 
change affecting the character of the nation’s 
economic system and business leadership. 

Alvin E. Dodd, AMA president, says the confer- 
ence will examine the necessity for stability in 
wages, prices, employment, and profits as it af- 
fects management policy and administration in 
the fields of advancing technology, operating pro- 
cedures and costs, labor relations, government- 
business relations, distribution, public relations 
and other aspects of current business problems. 

John M. Hancock, partner, Lehman Bros., New 
York and assistant to Bernard Baruch, U. S. rep- 
resentative on the United Nations Atomic Energy 
Commission, will lead a session on problems in the 
management of atomic energy, and John A. 
Stephens, U. S. Steel Corporation, vice-president 
in charge of industrial relations, will discuss the 
significance of the new two-year agreement be- 
tween the United Steelworkers, C.I.0., and the 
steel company. 

Others who will speak cr lead sessions include 
H. E. Nourse, vice-president, United Airlines, Chi- 
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cago; Walter Mitchell, Jr., vice-president, Irving : 
Trust Co., New York; and Lawrence A. Appley,} 7 
vice- president, Montgomery Ward & Co., Chicago, 

As a prelude to group discussions by represent. 
tives of all types of businesses and industries 
AMA’s seven vice-presidents will summarize th 
impact of changing economic and social conditions 
on office organization, financial policy, productign 
policies and techniques, personnel management, 
marketing and distribution, packaging and mer. 
chandising, and insurance buying and administra. 
tion. 

The public relations of management’s labor re 
lations, the direction of top management leader 
ship, policy-making and planning will also be dig 
cussed. 

In announcing the conference the AMA stated: 

“As readjustment to peacetime conditions ep 
sues the universal cry is for management to maxt 
mize security but stabilize everything else. The 
manner in which management contends with its 
dual assignment will beyond doubt determine the 
character of our economic system and busines 
leadership for decades to come.” 

At the close of the first day of the conference, 
AMA’s annual business meeting and election of 
new officers and directors will be held. 
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=} NEW! “Patented Dispenser Box” 
{MAKES FILE FOLDER LABELING EASIER 
FT np mer avy \4 eg ie only 9 
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Give You All These 
Advantages! 


FANFOLD GUMMED 
LABELS, long a favorite for 
labeling file folders and 
many other uses, now come 
to you in an exclusive 
modern package with 
Patented dispenser box e Can't takes erasures ¢ Quick-stick Cellophane window-end 
roll, tip or spill ¢ Cellophane ¢ Can’t curl or stick together « for quick color selection 
window-end for quick color se- Rolls into typewriter « Folds and with patented pull- 
lection ° 9 colors for filing clas- back into box. out tray that enables you 
sification « Fine bond paper to feed up to 500 labels 


continuously into the 
typewriter. 


FANFOLDS come in 9 


colors—and secretaries or 

r dealer file clerks, here’s a tip for 

ve these mod- 3 Za you. For flash-finding of 

Stationers NOW “—— jay them in. | AA Thee file folders, use different 

en time-savers— at zo ANFOLD wo ns Ne NH colors... white FANFOLD 

this container. ny cost $0 lit- “SN LABELS for letters, blue 

LABELS ae vere ;~. | FANFOLDS for bills, ca- 
tle, and yo k out of folder 


nary FANFOLDS for con- 
tracts, and so on. 


The Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 


“Vervicl@. wane 


they take the wor 
lJabeling. 


; Bookcases 
 FANFOLD GUMMED LABELS — Stationers’ ee, 
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Purchasing Association 


% PRICE and supply prospects in major in- 
dustrial fields will be analyzed at the 1947 Con- 
vention of the National Association of Purchas- 
ing Agents to be held June 2nd through 4th, at 
the Waldorf-Astoria, New York, according to 
George A. Renard, secretary-treasurer of the as- 
sociation. 

“There never was a greater need for cool- 
headed and realistic reappraisal of industrial pur- 
chasing policies than at present when the national 
economy is entering a highly critical period,” 
Mr. Renard declared. 

“Guesswork or crystal-gazing has no place in 
such a situatien. Over-optimism, under present 
circumstances, may prove just as costly as too 
much pessimism. That is why the theme for the 
1947 N.A.P.A. Convention will be: ‘How much? 
... When?... For how much” 

“Industrial and commodity experts from all 
fields have been recruited to discuss supply and 
price prospects as they see them, without mincing 
words or pulling punches. Only in this way, the 
National Association of Purchasing Agents feels, 
can a convention program be presented this year 
that will serve the interests of its members as 
well as those of the whole economy.” 

Here are some of the experts who will discuss im- 


Convention in June Refi 
“Inc 
portant key raw materials at the convention: Stef. b I 
—David F. Austin, vice-president, United Statgl. 
Steel Corp.; Copper—C. Donald Dallas, presiden, | ; 
Revere Copper & Brass, Inc., and Louis S. Cates in 0 
president, Phelps Dodge Corp.; Lead—Irwin y (0osts 
Cornell, vice-president and sales manager, St. Jopby Le 
seph Lead Co.; Lumber—D. C. MacLea, pregi-ffcono 
dent, The MacLea Lumber Co., Baltimore; Paper parti 
—Cola G. Parker, president, Kimberly-Clar 
Corp., Neenah, Wis.; Chemicals—J. Oostermeyer, 
president, Shell Chemical Corp., San Francisco, Lega 
Calif.; Coal—H. B. Baird, vice-president jn ft? | 
charge of sales, Koppers Coal Div., Eastern Gas {Brady 
& Fuel Associates, New York; Fuel Oil—Dayidjwill d 
L. Barrett, manager, industrial fuel oil salesbign | 
Standard Oil Co. of New Jersey, New York; Lion: 
Textiles—Dr. C. T. Murchison, president, Cotton 
Textile Institute; Dr. J. B. Quig, assistant man. wae 
ager, Rayon Development Division, E. I. du Pont f°" 
de Nemours & Co., and John F. Hagen, assistant 
to the president, Callaway Mills, Inc. 

In addition, the container situation in all its lsentat 
aspects (metal, glass, textile and paper) will be 
surveyed by experts in one of the special forums, 

Keynoter of the convention will be N.A.P.A. aero 
president, George W. Aljian, director of purchas- f 
2 ; , : ps orun 
ing and packaging, California & Hawaiian Sugar 60 pr 
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You can afford an INTER-COMMUNICATION system NOW! 


cate 
NTER COMMUNI 


tar enue 


Starkline 


(Master and One Sub-Station) 
(with 50 ft. of 2 conductor wire} 


$29.% 


LIST 


FEDERAL TAX INCLUDED 


a Soe. 


Starkline, designed and built by nationally known sound engineers to fill the need for a practical reason- ( 
ably priced Inter-C ication system is now available immediately. Now your business, large or small, 4 


can benefit by the use of speedy, time saving inter-office communication. Simply and conveniently oper- 
ated Starkline is used for contacting department heads, key men and personnel, dispatching instructions Ned 
shipping and receiving areas and relieving telephone switchboards affording operators more free time 


other productive work. 


Send us the name of your nearest dealer or write direct today for 
complete bulletin on “Starkline” and other Stark Sound Systems. 


RK SOUND ENGINEERING CORP. 


Ss 


616 HIGH STREET 
FORT WAYNE 7, IND. 
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Refining Corp., Ltd., San Francisco, California. 
“Industry’s Views on the Trends of Production 
': Stedi..g Prices,” will be presented by Robert R. 
Stattiiv.son, chairman of the board, National Associa- 
aan ion of Manufacturers. “The Trend of Labor 
by osts and its Effect on Prices” will be discussed 
St. Jofpy Leo H. Wolman, director, National Bureau of 
presi-ffconomic Research, Inc. H. Thomas Austern, 
Paper partner, Covington, Burling, Rublee, Acheson and 
~Clark Shorb, Washington, D. C., will speak on the 
meyer, bt egal Geography of Prices” with special refer- 
“ once to basing point problems. George Stuart 
n Gas (Brady, materials consultant, Washington, D. C., 
David}will discuss “United States Dependence on For- 
sales,bign Materials.” “The Foreign Political Situa- 
York;bion: Its Effect on United States Prices” is to be 


tton presented by Dr. Robert C. Shook, director of 


dee research, International Statistical Bureau, Inc. 
sistant | The convention sessions will close with a gen- 


eral forum on “Prices” in which a group of repre- 

all its |sentative purchasing agents will interview the 

Will be lassociation’s consultants. 

Pak In addition to the general convention program, 
“~tthere will be numerous group meetings and 

rrchas. forums as well as an “Inform-a-Show” in which 

Sugar 60 prominent manufacturers will participate. 


, 

Off:ce Group Honors Riley 

The New York Chapter of the National Office Manage- 
ment Association has awarded the William Henry Leffingwell 
Key to H. Percival Riley, New York branch manager, 
Thomas A. Edison, Inc., for outstanding efforts in the man- 
agement field. The key and the certificate of award were 
presented at the chapter’s annual dinner held recently. 

The association has also announced that Paul F. Richmond, 
Prudential Insurance Co., Newark, N. J., and Joseph P. Horn, 
S. H. Kress Co., New York, have been judged the winners in 
the chapter’s seventh Annual Scholarship Award. The. 
award entitles the winners to an office management course 
in the college or university of their choice. 

All the members who attended the group’s May meeting 
heard an interesting talk by John A. Handy, Jr., former 
assistant controller, the Carborundum Co., Niagara Falls, 
New York. His topic was the “Practical Determination and 
Reduction of Office Costs.” 

The end of World War II and the subsequent reconversion 
to peacetime activity has deposited thousands of problems 
throughout industry and management. Eliminating war- 
born red tape, combining overlapping operations, and re- 
building personnel accomplishments to a normal peacetime 
level is the task facing office managers, he said. 

“Costs can be reduced more effectively with an accurate 
measuring stick such as Time Standards, carefully applied 
than by any opinion or rule of thumb enforcement,” con- 
cluded Mr. Handy. 

The speaker used lantern slides effectively to bring out the 
salient points of his address. 

Made Chicago Office Manager 

John Gulick has been named Chicago office manager 
by Borg-Warner International Corp. He will also direct 
overseas sales activities for automotive products of R. N. 
Nason & Co. 


Co py-RIGHT COPY HOLDER IS THE ONLY DIFFERENCE 


SS 


NOW, You too can 
say goodbye to 
TEDIOUS, NERVE- 
WRACKING, TIME- 
CONSUMING typing 
methods. 


SAVES: EYES ...EFFORT ... ERRORS 
And Up To 50% In Typing Time According To Leading Users 
You'll be amazed at the remarkable increase in Employee morale with Copy-RIGHT. Neater 


work and more words-per-minute too, offsets small cost in a few weeks. Let Copy-RIGHT 
co-operate with your Stenographer-Typists . . . for more and better work, in less time. 


We don't ask you to BELIEVE until you SEE the results in your own office . . . so get a 
Copy-RIGHT on trial today —no obligation, no risk. 


Consult your Dealer or mail Coupon now. 


Use of Copy-RIGHT 
Copy Holder permits 
Typists to RELAX... 
compels correct pos- 
ture, points out ex- 
act reading line, one 
line at a time. 


Copy-RIGHT Mfg. Corp. Dept. A-3 
53 Park Place, New York 7, N. Y. 


5 
; C) Send us a Copy-RIGHT on trial. 


Six Model Sizes () Send Catalog and more complete details. 


If Your Dealer Can't Supply You 


12", Tor, 20", 25" 
30”, 36°, wide. MAIL THIS COUPON TODAY (1 Signed (Attach letterhead please) ; 
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Suggestion Plan 


(From page 30) 


Here is another winning proposal showing { 
broad scope of the proposal plan. 


Proposal N. Y., 93, submitted by Anne V, Rj 
ner: 


“Safety—File Room Partition Doors, 

“Both doors attached to file room corridor par 
tion continued swinging after being used. Th 
created a hazard, for someone coming down th 
main corridor might easily run into one of the; 
swinging doors. 

“Comment: Proposal recommended a sim 
stop be placed at the lower edge of each door 
prevent it swinging into the corridor. 

“Cash award—$10.00.” 


About $1,800 in prizes were awarded durin 
1946, which over the years will be a small pe 
centage of the monetary gain that will accrue. 

It can be seen that the sales division goes to cor 
siderable lengths to evaluate proposals fairly, an 
establish an equitable award to the proposer; bi 
beyond this, the division gives the employee th 
right of appeal on any occasion he or she fed 
that, through misinterpretation of the proposal 
some other misunderstanding, his or her propos 
has been declined. Each declined proposal i 
thoroughly discussed with the proposer in perso 
If differences of opinion exist this makes an & 
cellent opportunity to iron them out. 


ES Piss 


Added to Record 

Regardless of the quality of the proposs 
even if it is impractical—the story of it is addet 
to the personal employment record of the indi 
vidual. The recording of this additional inform 
tion serves to guide management further in it 
appraisal of the individual, and the fact that iti 
so recorded assures the employee that managt 
ment is interested in his abilities. 


Proposals, once they are accepted and for ¢ 
extended period after they are put into effect 
studied to insure that their operation gives th 
greatest possible value to the company. Actua 
practice often proves that a proposal, while high) 
desirable in theory, doesn’t always work “righ 
off the bat.” A form, aptly titled “Lick the Prot 
lem,” is used to log the progress of the propos 
during this study period, ferret out the causes ¢ 
its impracticality, and establish who will do ti 


‘'DEMAND THE BESTI!'' corrective work. A suggestion that has been a¢ 
cepted and paid for should be kept working; thi 
form is valuable in effecting successful use. 

J.S.STAEOTLER, INE. J One of the primary responsibilities of any Pl 


33-SS WORTH STREET posal plan supervisor is to maintain the staff's ir 


NEW YORK,N.Y. terest in the system at a lively tempo. One migi 
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mi BERNARD 


V. Re TRADE MARK REGISTERED 


Means quality in Stationery Tools 


or part Reputations are not made by fancy ¢ 
: ° ° an 

claims, nor built over night. Acceptance 

such as BERNARD enjoys is the result 

of top quality year after year. Today— 

as for generations—BERNARD means 


TYPEWRITER RIBBONS 
quality and dependability to the sta- 4 


tionery trade. 7 i ea a 


CARBON PAPERS j 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8”, 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring, duplexcontrol stops, nickel 
plated and polished, reach 1 1/16”, 


withoutdamaging paper. 
Fits all sizes of staples. 
Spring action, nickel 


Take the WRITE Path 


“Triumph” Official Eyelet Punch 5 

te. 990 A poscialon belie nel for betfer looking letters 

Twin spring action. Parallel 
is added a leverage. Because the letters you send out repre- 
he indi pe pee caging Ano sent your company—you want them to 
nform slated and petiched. look “tops”. That’s why so many of- 


r in it fices specify WRITE for Carbon Papers 

hat it is that give you clean copies, more copies 

manage) = These are only three of the many famous BERNARD . . . WRITE for Typewriter Ribbons 
stationery tools. Send for complete catalogue which gives that wear longer, and produce clean, 

| for all numbers, all details. Use coupon below. uniform, easy-to-read letters every time. 

fect a Insist on WRITE or satisfied workers 

ives ty WY SCHOLLHORN COMPANY .. . better work. 

rer “Quality Tools Since 1870” 

e high} Ask your dealer, or write us today 

ne Pro | Wm. Schollhorn Company, , lees 

propos | 3004 Chapel St., New Haven 9, Conn. \ pr “ 

lp * Sirs: Please send me your catalogue of stationery tools. , lesesediate Deliveries 

TT 1 

been aq | i ah at a. Tee + 

i di cicns rbseshacdinnthuestuascesrcuenrcees 1 

| ary STATE . WRITE. Bis 

any pr .  apageumumnaae aveapoNoee \ anodiitecu j York 17, N.Y. 

‘aff’s ID My Wholesale Supplier Is............ssse00s aeveeie I - 

1e mighl ine A A ET BIS - FACTC 
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AROUND 


THE 


The "CROWN" line of 
daters and num 

have earned themselves 
the reputation as the 
best. Constructed of 
nickel plated ~_ 


and deep moulded 

bands can truly be called 

“BUILDERS OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable ay hy stamps 
possessing same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and numberers 
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RASTSWART 


& COMPANY, inc. 


80 DUANE ST.NEW YORK7,N.Y._ 
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i Yourself. 


imagine that, with cash prizes as the incentive 
the employees’ desire to participate would be un 
flagging and that there would be a steady stream 
of proposals into the supervisor’s office. Such is 
not the case; the pressure of office work, plus the 
distractions of outside interests, can easily put ap 
activity of this kind in the doldrums. 

The Proposal Plan Bulletin does much to stim. 
late participation, for each issue is invariably fol. 
lowed by a flurry of proposals. Yet this isn’t 
enough; there are still periods of lesser activity 
between issues, which make their appearance fol. 
lowing each award meeting ceremony. 


So the supervisor, conscious of the importance 
of a never-ending selling job on this activity, has 
resorted to periodic letters to the staff designed 
to spur the individual to greater thought. Each 
letter that goes out is inspirational in character, 
and appeals to the individual’s finer sensibilities, 
It is frequently tied to a recent event of general 
interest, and gently presses home to readers the 
importance of using the principles of work simpli- 
fication in working out their proposals. 

When the proposal plan went into effect in 
January, 1946, many valuable suggestions had 
been accepted from employees during 1945 as part 
of a work simplification program, and the man- 
agement thought that the fair thing to do was to 
make awards under the proposal plan retroactive 
throughout this period. 

Mr. Quinn feels that a well-run suggestion sys- 
tem can be very helpful in implementing a real 
work simplification program for white-collar 
workers. It helps to break down the resistance 
to change; shows by constant example, with things 
the employees can see and understand, the value 
of an open mind, the necessity for a questioning 
attitude towards the job, the need for facts rather 
than opinions; and demonstrates that the greatest 
chance for improvement generally lies in the 
“make ready” and the “put away” part of any job. 

Here is a proposal plan that ticks—efficient, 
democratic, and making available to all employees 
two-way communication with top management! 


New Filing Officers 
New officers were elected at the May meeting of the 
Filing Association of New York. They are: president, Eliza- 
beth G. Lee, Standard Oil Co.; 1st vice-president, Dorothy 
E. Smith, Chase National Bank; 2nd vice-president, Ann 
McDonald, Cravath, Swaine & Moore; treasurer, Frances 
Thomas, North American Rayon Corp.; recording secretary, 
Grace Crane, General Foods Corp.; and corresponding se¢- 
retary, Violet Campbell, Metropolitan Life Insurance Co. 
At the dinner meeting on June 9th at the Hotel 
George Washington, New York, Grace Eden, director of the 
John Robert Powers Home Course, will speak on Selling 


After the talk Gertrude Neidlinger, musical impersonator, 
will entertain the association. 
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Cooperative Education 
(From page 32) 


more and more boys and girls in high school until 
graduation. A high school diploma is a desired 
goal for every American child. 

The opportunity afforded in having the teacher- 
coordinators visit various industrial and com- 
mercial concerns to see the operations of modern 
business is another valuable feature of the pro- 
gram. The exchange of information from busi- 
ness to the schools and from the schools to busi- 
ness provides a continuous and practical way of 
solving mutual problems. 

The obvious question an employer will ask him- 
self is, why should I participate in such a pro- 
gram? 

There are many satisfactory answers to such 
an inquiry. Industry is by no means insensitive 
to the questions involved in proper development 
of young people. Business seeks, in apprentice 
personnel, qualities and skills that result from 
adequate academic and vocational education. 
Business executives spend thousands of dollars 
each year to improve selective processes, to re- 
train old employees, and to provide induction 
training for new employees. It seems to us in 
education that part of the solution to the business 
man’s problems of turnover and training lies in 
acloser cooperation with the schools in the selec- 
tion of beginning employees. | 


Exposes them to reality 

Industry further gains from a program of this 
kind through the easy exposure of young persons 
to the realities of business. The forbidding as- 
pects of the business world do not exist for the 
cooperative pupil who goes to work under the 
guidance and supervision of the school author- 
ities. Their adjustment to work is as natural as 
their adjustment to school. Again, firms that use 
this plan establish a systematic way of inducting 
beginning employees into their organizations, be- 
cause after the alternate-week period, two trained 
persons are available for promotion to full-time 
employment. 

Closely allied to relations with business are 
relations with labor. The cooperative program 
has received the favorable support of labor. The 
philosophy underlying the plan is in line with the 
idea of the craftsman in the early days who was 
given practical experience as well as related train- 
ing, even though it was not provided in formal 
schooling as is done in the 1947 cooperative and 
apprentice programs. Organized labor has indi- 
tated willingness to cooperate in the expansion of 
the program but asks that educators confer with 

Mm prior to instituting cooperative-trade courses 
% that the possibilities for absorption in specific 
dune, 1947 
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withthe CUQWW 
GATHERING RACK 


Printers, as well as large offices, insurance com- 
panies, associations, can save time, money and 
labor in their gathering. The Evans Gathering 
Rack increases output of the individual worker. 
and lessens fatigue. Speed of 3,500 sheets an 
hour easily pons ae 


Made of all aluminum, the Evans Gathering 
Rack is light and easy to handle, expanding to 
about four feet. ae for setting aside 
when not in use. The TU Model shown comes 
in two convenient sizes; each section holds 500 
sheets. Note 45 degree angle of paper. For 
larger gatherings, two or more racks are used. 


TU MODEL 


12-Section (pictured) ............ $15.00 del. 
ED i eaten dawincdamwa deed $22.50 del. 


SPECIALTY 


COMPANY, Inc. 


407 N. Munford St. 
Richmond 20, Va. 
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FOLDERS THAT 


e = E 


SHOULD LOOK BUSINESS LIKE 
AND STAND UP STRAIGHT! 


HOUSE the records you take into 
business conferences or on the road in smart- 
looking, hard-wearing Nubian Fiber Steel Tab 
Folders. They keep your records straight . . . and 
make a good impression. They are punched for 
Acco fasteners and serve as permanent binders 
for special financial, statistical or research ma- 
terial. They keep personal papers in your desk 
file neat and orderly. In any file, they stand out, 
clearly visible, easy to find quickly. Write today 
for more information. 


s 
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areas of work may be carefully guarded. Ty 
recommend that the program be so planned ¢ 
the adult wage earner will never be unemploy 
while the minor wage-earner holds a job. 
Thus, it seems to us that a genuine understay 
ing of one another’s problems has resulted jp 
unprecedented relationship among the schools, j 
dustry, and labor for pupils’ ultimate benefit ; 
New York City. By combining education yj 
work, industry and business have participated j 
assuming responsibility for the development g 2 
young people. If such cooperation results jf im 
better adjusted youth, in lower turnover at wor} 
and ultimately in a more stable economy, it jg 
small price to pay for the vision that is requir§ 9m 
to establish this type of program as the best wal i 
of introducing our young people to the wor 
of work. 


Transfer and Retention 
(From page 38) 


Some Federal regulations regarding the retep: 
tion of records follow: 

It is ordinarily advisable to preserve for Fe. 
eral Income Tax purposes books of account am 
records that establish gross income, deduction, 
credits and other pertinent items for at least fi 
years after the filing of the related Federal h- 
come Tax return. 

It may be advantageous for the taxpayer t 
preserve certain books of account for longer than 
five years where such books and records help 
establish a cost basis for capital gain or a 
purposes. 

Under the Fair Labor Standards Act regula 
tions each employer is required to preserve for 
at least four years: 

1. Specified payroll records. 

2. Certificates, union agreements, and notices 

from the last effective date. 

Certain supplementary basic records must be 
preserved for at least two years, such as: 

1. Basic employment and earnings records 

(time and earning card or sheets). 

2. Wage rate tables. 

3. Work time schedules. 

Each employer is required to preserve for at 
least two years the original or two copies of: 

All customers’ orders or invoices received. 

Outgoing shipping or delivery records. 

Bills of lading. 

All billings to customers other than on a cash 
basis. 7 

In connection with Federal Old Age Security, 
employers are required to keep name, address, 
and social security number of employees, total 
remuneration, wages subject to tax, amount with- 
held, together with copies of pertinent inform 
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yj // and Gummed Reinforcements are 
just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 
office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
tun it more smoothly, more efficiently, and more 
economically by_using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


jl Sooner Supplies for HOME, SCHOOL, and OFFIC: 


When typing noise 
and shock make you MAD 


every typewriter 


and you'll feel HAPPY 


KIL-KLATTER does wonders for typing ease, 
cuts down noise, makes typewriters softer to the touch. 
Made of famous OZITE All-Hair Felt 
(lasts forever) with treated top to 
keep machine legs from digging in 
and slip-proof bottom to prevent 
skidding. Fits all typewriters and 
many other business machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Ill. 


IL-KLATTER 


THE SCIENTIFIC TYPEWRITER PAD © 


STATIONER’S or 
OFFICE SUPPLY 
ER 


in U.S.A. 
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The pr 
TEMPO FILM STENCIL 


@ It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 
Preferred by operators. 


@ Tempo offers the most complete line of sten- 
cils (with and without film). 


TEMPO'S 500 HIGH SPEED INK 
Nothing like it on the market. Produces 
better, sharper copies on all kinds of paper. 
No slipsheeting on mimeo paper, less ofiset 
on bond. Dries so fast copies are ready 
to mail | to 3 minutes after printing. Solves 
the filing problem—not necessary to clean 
stencil. Speeds up production — cleaner 
to use. 

If you have an ink problem—write us. We 
can help youl 


Write for catalog showing full line of 
Tempo Dupliating Supplies 


MILO HARDING CO. 


Dept. G 
432 West Pico Blvd., Los Angeles 15, Calif. 
317 Third Ave. Pittsburgh 22, Penn. 
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tion for at least four years. Four years also jf Wh 
the time required by the government for the re} struct 
tention of Unemployment Insurance records, | ule, t 
All records of war contractors and sub-contrag,) ture 
tors relating to negotiation, performance, pay. shoul 
ment, and cancellation must be retained five years} actua 
after final settlement. shred 
All records on rationing, which has been dig} !F P 
continued, may be destroyed. Mi 
Below are listed some common business records more 
and the average length of time that they are re. The 
tained by companies who have made a study of the sentit 
matter. Each firm should consult the Statute of field, 
Limitations in its own state before establishing ing 0 
its schedule of retention. (P Indicates “Perma. stage 
nent) : 
Agreements P 
I 55. iwi iniang 9 4. dare 10 years | Th 
Bank statements ................ 7 2 oe 
er g 2 fracti 
Checks—general ................ 10 * terial 
| RE a eS P hens 
oa 3 Guess iat ond 10 years paper 
Claime—closed ................. é ° one 
Correspondence ................. 10 “ in th 
(Depends on statute of limita- case | 
tions and period of time given 
for the record it covers, such as Th 
a customer’s order.) if rec 
err Tere 10 years | probl 
Expense reports ................ 6 “ — {legal 
RISE AS ees e.* that 
Invoices (copy of order) ......... 10 “ — | troye 
P's, Sod Soa oe 5 “  jondar 
Ledgers and journals ............ P that 
ai gk doe xan) . P from 
Orders (original incoming) ...... 10 years | Tecor 
Patents, copyrights and trademarks P Re 
Purchase inquiries .............. 5 years bias 
Pee GUS... we nce eens 10 “ vets 
Purchase orders for capital expendi- we : 
Se dra, ae alle oat gk ak aoa P Prd 
RE a a eg  P 6 years " a 
od cso th ee Ree ° ts kent 
Receiving reports ............... 5 “ of dif 
ES 5a at ond 45> 55 anes ies fling 
areas Depeete ............ sss. 2 wr 
Seapgemg tlemets ................ 3 “ sider, 
Stock certificates and transfer .... P 
Tabulating machine cards ........ 4years | Th 
_ RRR A ererresee rr ¢ 
Vouchers— 
ED EN Nod day damn oe ee 7 years 
ED angina 60a kw ow ee oe y 
Capital expenditures .......... P 
*Bibliography: Bankers Box Co., Chicag 


“Retention and Preservation of Records with 
Destruction Schedules.” 
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When the time has arrived for the actual de- 
struction of certain records according to sched- 
yle, the proper officer should append his signa- 
ture to the destruction order and this paper 
should be retained for future reference. The 
actual destruction of papers is by burning or by 
shredding. Paper thus shredded can be used 
for packing purposes. 


Microfilming of records is becoming more and 
more of an accepted procedure in many offices. 
The National Microfilming Association, repre- 
senting about two dozen companies active in this 
field, is an indication of the fact that microfilm- 
ing of records is no longer in the experimental 
stage. 


Advantages of Microphotography 


The advantages of microphotography include: 
a saving in cost because the film occupies a small 
fraction of the space needed by the original ma- 
terial; there is no necessity of going to a ware- 
house for the consultation of old records; the 
papers are filed in sequence, alphabetically by 
name or numerically, and cannot be lost; the film 
in the safe deposit box acts as a protection in 
case the active records are destroyed. 


The disadvantages include: lack of legibility 
if reductions are made at too high a rate; the 
problem of indexing miscellaneous matter; the 
legal aspects. There is, however, no case in court 
that proves that if the original records are de- 
troyed a film copy will not be accepted as sec- 
ondary evidence. Where circumstances establish 
that the destruction of original papers was free 
from fraud, the secondary evidence of picture 
records is admitted. 


Records of all kinds, both active and inactive, 
have become a problem of major importance in 
many offices in the past few years. Their volume 
has increased tremendously since pre-war days, 
due partly to the accelerated activity of wartime 
production, but also due to the fact that properly 
kept social security, tax, and personnel records 
of different kinds have been added to the existing 
fling load. Then, too, more organizations are 
undertaking research work, which involves con- 
siderable technical record-keeping. 


Chicago 


The old records of many a business house have 
proved of inestimable value in writing a history 
of the firm and for the historian in writing a 
history of the period. Libraries are unable to 
house such data. Business organizations there- 
fore have a very definite contribution to make in 
eeping their former records or at least samplings 


ds wit ™ them accessible for all possible future refer- 
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FICE CHAIR 
SFACTION 


1-Balanced Tilting 2-Instant Response 


Assured by an Action Control —to every movement of - your 
with a low fulcrum that provides 


smoother, more comfortable tilt- body assures full freedom, pre- 


ing — prevents danger of up- vents fatigue . . . . 
setting... 


3-“At Ease” 4-Trouble-Free 
Comfort Service 


that results from the scientific _ oa ini f 
design of SENG Chair Action —ow a 
Control pair cost... 


HIDDEN VALUES like these are 
of equal importance as ex- 
ternals in the office chairs you 
buy . . . And you can make 
sure of getting them when 
you look for and find chairs 
equipped with SENG Action 
Controls. 


SENG Style ''V" Low Fulcrum Chair Con- 
trol. Designed for plain or upholstered 
heavy swivel chairs. Allows natural, 
comfortable shifting of body weight. 
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There’s a new bright star in office filing 
equipment! It’s Rock-Elite Desk Tray— the 
tray that combines the rich appearance of 
modern styling with the utmost in engineer- 

ing skill to provide new beauty, new util- 


convenience. It has been 


carefully designed to include outstanding 
features long hoped for but never before 
found in a desk tray. 

Yes, Rock-Elite Desk Tray, in sturdy 
and attractive plastic, ishead and shoulders 
above ordinary desk trays because of its 
many unique features. 


@ Ribbed tray surface eliminates 
tumbling. 


e Ample capacity for file folders, 
catalogs, etc. . 
aunty 


mutt 
@ Greater capacity than ordi- 
nary trays, yet tiers lower. 


@ Curved, cut-out opening for 
easier access. 


SORRELL CULL LLL LLL 


@ Made of scratch-proof, chip- 
proof plastic. 


USOC UTAUARAEETTOUEENAET USE 


@ Sloping tray surface automati- 
_ cally aligns contents. 


with any office furniture. 


ST TT TT TTT TT ILL LULL 


Available in grained walnut finish to harmonize 


mut 
@ Side-position tier posts reduce 
obstruction. 


(nuit 
@ Fluted, non-slip aluminum tier 
posts. 


@ Rubber-cushion feet protect 
high-polish surfaces. 


the makers of Rock-a-File 
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Your Secretary's Emily Post Rating 
% WHAT DOES the average American busines. 
man think of his secretary? What is her “Emily 
Post rating” in her company manners—both jp 
the company of office employees and in behalf of 
the company where she is employed? 

In an effort to determine the most frequent mis 
takes in etiquette committed by secretaries, the 
Albany (N. Y.) Business College sent a question. 
naire to 500 top business executives throughout 
the country. 

On one page the 90-year-old college enumerated 
the most common errors a girl could possibly 
make, and asked the executives to check thoge 
they considered most important in their experi- 
ence. 

From Maine to California, from the offices of 
some of the country’s largest manufacturing and 
business firms, replies poured in. The business 
leaders were outspoken about their pet peeve 
which showed that secretaries make too many 
personal phone calls on office time; exhibit too 
many frills in their dress; are impolite to callers; 
make too frequent or prolonged trips to ladies’ 
rest rooms or lounges; and are becoming too free 
in their use of profanity. 


At the water cooler 

Second highest on the score sheet were the 
following office errors in this order: Friends call 
ing at the office; low neck dresses; poor person- 
ality; gossiping at the water cooler; and cleaning 
nails, combing hair or “making up” in the office. 

The businessmen also had a third list which 
showed that they were opposed to secretaries 
flirting with male help; rolling stockings; lack of 
initiative; weeping or hot-headedness; and loud, 
shrill or squeeky voice. 

Under the heading of “Select Your Best Type 
Secretary” the executives picked their ideal girl. 
She is 25 years old, a brunette, is single, and isa 
graduate of a business school. 

Quite a few of the business men used the re 
verse side of the questionnaire to put down their 
additional thoughts on the subject. One wrote, 
“T can put up with all this if they (secretaries) 
have a sincere interest in their work, know what 
they are supposed to do and get it done accur- 
ately.” ° 

An upstate New York radio executive in al- 
swer to a question on carrying on an office ro 
mance wrote, “OK if sensibly pursued.” As for 
calling the boss by his first name, he added: “OK, 
if he allows. But not in the presence of others.” 

A midwestern manufacturing firm’s vice-presi- 
dent wrote that “divorces are often a problem in 
an office. . . .” A New York City concern, in at 
swering the eight most common mistakes unde 
the heading “business procedure,” wrote that “a 


disorderly desk, poor telephone technique and re} 
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7 a Great 
* si FILING 
\ SUPPLY LINE 


"v 
Vational 
ancils 


WE GIVE YOU 
SERVICE 


Plus 
Qualty 


A Complete Line Is Available 


re the 
1s call. 
ersOn- 
eaning 
: Office. 

which 


Barkley Tabs always give a “stand- 
out" performance. That's why 
they're Tops in filing supplies. 


etaries Their crystal clear colors, smooth 
<a conan contour surfaces and Magnified 

7 Visibility give business a “new 
t Type * THIN LEAD CRAYON slant on filing,” . . . one that con- 
“= a tributes towards faster filing and 
| * COPYING AND finding. Since it always takes 
the 7 oe ee Nene coordination to achieve filing 
a efficiency, the Barkley Tab accom- 
taries) panied by DURATEX FOLDERS 
» wheal % Try them at our expense. 


helps to get a full measure of 
work done easily and smoothly in 
the filing department. 


Send your name and ad- 
dress for FREE sample. 


VERTICAL 
lice Te FILE QuiDes 


e-presi- 
"on NATIONAL PENCIL COMPANY 
; under} 220 FIFTH AVENUE e« NEW YORK, N. Y. 


that “a SHELBYVILLE « TENN. a iy. 
and re a W. Van Buren St. Chicago 
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vealing trade secrets would disqualify an appj. 
cant with us.” 


A personnel director in California in answe 
to the best ages for secretaries wrote, “It depend 
Wy on the individual—they grow up.” 


An Ohio executive devoted a half-page to his 
major gripe with secretaries today. He saig 
“The most common trait of newest crop of of 
fice girls is lack of common sense and alertney 

to feelings of others. I feel that graduates today 
H A R D T 0 t i » D PL ASTIC are better prepared academically but lack the ip. 
dividual initiative and self-reliance of other days” 
DR AWING ~ RULING DEVICES An Albany corporation president took advan. 
tage of the opportunity to write, “We can use, 
good stenographer. Please have someone contaet 
us when your next class graduates.” 

The poll was conducted by Mrs. Jane McNaugh. 
ton Hummel, director of Albany Business Col 
lege’s personality course, who for 25 years has 
been advising girls on office manners. Person. 
ality development at the Albany school is just as 
important a subject as typing or shorthand. 

Each year Mrs. Hummel has obtained firsthand 
opinions on the subject from ABC’s many en. 
ployers, but this is the first time she sought views 
from a cross-section of business men everywhere. 
In her appeal to business men for cooperation in f 
passing along such vital information to her stu. 
dents, Mrs. Hummel said, “Each year, thousand 
of ambitious young women jump from high school, 
business college and college into the highly com. 
petitive world of business. Most of them hopeto} yw, 
become secretaries. Many are called but few ar 
chosen, as the old saying goes—and hundreds of 
aspirants fail not because they lack brains but 
because their office manners are not what they 
should be.” mm 

In order that this year’s class will benefit from 
the poll, Mrs. Hummel plans to take a leaf from 
the book of show business and, using students a good 
models, present the poll in the form of a skit at 
an assembly period. In addition, the college plans 
to publish an illustrated booklet entitled “Memo 
to Miss Jones” which every gir] will receive be 
fore graduation. 


New Design Organization 

Walter Baermann and Marc Peter, Jr., well-know 
designers, have formed their own organization, Baermam 
& Peter, 317 East 51st St. New York. The two men wer 
formerly design directors for Norman Bel Geddes and ar 
both well-known in the fields of industrial design and archi} W 


P l tecture. leav 
US 2 complete _line of other TSA Member on Her Own at 
quality drawing, ruling and Lillian Davis, a member of the Transcription Super: stoc 
computing devices. visors’ Association, New York, has opened her own bus- D 


ness, the L. Davis & Co., 17 East 22nd St., New York. The 
new company specializes in photo offset, catalogues, broad- 
sides, plate letterpress, house organs, multigraphing, ma- 
uals, office forms, mimeographing, letterheads, varityping 

i 44( 


SEND FOR NEW CATALOG 


RULERS - TRIANGLES + WAVIGATIONAL INSTRUMENTS = STENCILS » PROTRACTORS OTHER DEVICES 


pe 4 ET sl ae 
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and direct mail service. ; me 
Miss Davis has had a great deal of experience Mm 
business. 
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Why get high-blood pressure over slow deliveries when a 
letter or wire to Cesco will fill those urgent needs almost 
over night? 

We're back in our old time stride with few, if any, pro- 
duction lags. Our plant is functioning with well-geared 
eficiency and our stock warehouses are again comfortably 
filled with the products that you need. Among the items in 
good supply and ready for immediate shipment are: 


POST BINDERS RING BINDERS 
VISIBLE RECORD EQUIPMENT 
- PRONG BINDERS LEDGER COVERS 
CORPORATION and LODGE MINUTE BOOKS 
MEMO BOOKS 


Catalog and Advertising Covers 


We can also give you immediate shipments of ledger 
leaves and columnar forms in practically all standard rulings 
and sizes. These are available in high grade ledger and bond 
stocks that we back with our reputation. 


Do you have the latest Cesco Catalogs and Bulletins? If 
not it will be a pleasure to send them to you. 


THE C. E. SHEPPARD CO. 
409 Twenty-first St., Long Island City 1, N. Y. 
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SAVE MONEY BY SAVING TIME— SAVE 
TIME BY ELIMINATING WASTE MOTION 


cet WATTS: cov arproven 


; 


WITHHOLDING STATEMENTS 


EASY TO USE SNAP-APART STYLE 


With a Watts Snap-Apart 7 W-2 Form you save 20 
to 40%, of your typists’ time. Eliminate the tedious, time- 
consuming task of collating 4 or more Forms with 3 or 
more carbons. Eliminate repetitious typing of the em- 
ployer's name, address and S.S. number on each set of 
forms. Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
name, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
e Important information and instructions are printed in red 


e Watts opaque specially designed window envelopes — 
marked “Strictly Confidential" and printed corner cord 
ore also available at low cost 


A FREE SAMPLE 

WILL CONVINCE YOU! 

SEND FOR YOURS 
TODAY! 


Regular 4-Pari Sets 


Cost 
100 sets $9.10 1000 sets 
300 sets 13.35 3000 sets 
600 sets 18.10 5000 sets 
800 sets 20.80 10000 sets 


Larger quantities — lower prices 


STATIONERS: WRITE TODAY FOR TRADE : 


SCOUNT, SAMP 
ATU 
CUSTOMERS. 


LES AND DIRECT-MAIL 


FOR CIRCULARIZING YOUR 


SINCE 1897 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 


216-8 William Street, New York 7, N. Y. 
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GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are Noninflermable Now. 


made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 


G3 RIVER ST.,- HAVERHILL, MASS. 


Used for | 
‘FILE FOLDERS: 
UTILITY LABELS: 
ADDRESSING. 
MAILING. LISTS | 
& MANY OTHER, 
PURPOSES. 


ATTRACTIVELY PACKED : a 

IN REROLL DISPENSING sciegal danas 

BOX AND DISPLAY CARTON ORANGE 

12 ROLLS OF One CoLok TO CARTON | HERR ‘ 

; BLUE » GREEN. 
4 WRITE FOR INFORMATION! 
CANARY 

[MANILA 


“WSO 
the JLMAY COMPANY 


TAGS* LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11, N.Y. 
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Commercial Forms Organized 
The formation of Commercial Forms Corp., 59 We 
57th St., New York, for the national distribution of conj; 
ous forms for use in punched card accounting mesial 
forms-writing typewriters has been announced by G| 
H. Armstrong, president, and Roy Stephens, vice presj 
Both Mr. Armstrong and Mr. Stephens were p 


S. H. Armstrong Roy Stephens 


connected with the International Business Machines Corp 
various administrative, sales, service and engineering capa¢ 
ties. Mr. Armstrong was director of research and 
Stephens was a vice-president. They recently resigned 4 
form their own company. 
Commercial Forms Corp. will be the exclusive distributy 
for Superfold Forms, Inc., which has just completed ty 
equipment of a plant at Mount Vernon, N. Y., with neq 
machinery specially designed for the exclusive producti 
of continuous printed forms. 
- Messrs. Armstrong and Stephens have also acquired 


publis 


tinuot 


ularly 


substantial interest in A. P. Little, Inc., established in 1889 applic 


in Rochester as manufacturers of carbon paper and inked 
ribbons. They will have the selling agency for its produc 
for national accounts. Mr. Armstrong and Mr. Stephey 
have been elected to the board of directors of A. P. Littk 
Inc. 


File Group of Philadelphia 
The File Executives’ Association of Philadelphia hd 
a round table discussion at its May meeting held at 
Robert Morris Hotel. Office managers, file supervisors, 
others interested in filing and record management attended 
The discussion surveyed the topics examined by the grog 
during the past season. The May meeting closed the 
season which ran from October through May. 


Testing Applied to Office Workers 
To better acquaint members with the practices a 
trends in the field of personnel testing, the Research 
of the Personnel and Training Group of the Office Executive 
Association of New York, Inc., has compiled a valuable m 
port, “Testing as Applied to Office Workers,” which it is ds 
tributing to association members at $1 a copy. 

The group surveyed 475 companies classified into 13 
groups in the New York area. The report, presented on! 
by 11 inch stock is the first in the Personnel and Trai 
Series planned by the association. 


Suggestions System in Peacetime 
In the last issue of its house organ, Pitney-Bowes, la 


purch 
For 


Depar 
cago 
ations 


Four 


Stamford, Conn., printed a chart which proves that even4 
a peacetime year, an employee suggestion program is a Vé 
worthwhile part of an industrial relations program. 

The estimated savings in the office division of the compat 
alone amounted to $1,344. Eighty-eight suggestions ¥® 


received in this division, seven of which were awarded pri 


amounting to $268.75. : 
The total amount saved in the shop, office, and serv 
divisions amounted to $88,063. 
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Retained by Holtzer-Cabot 

Alice Honore Drew, advertising manager of the Tel- 
Autograph Corp., 16 West 61st St., New York, has been re- 
tained as advertising consultant for the Holtzer-Cabot Div. 


Alice Honore Drew 


of the First Industrial Corp., Boston. Miss Drew will con- 
tinue at TelAutograph. 


Miss Drew has received a number of advertising awards. 
s Corp. She was named a Direct Mail Leader in 1944 and 1946, and 
8 Capacy ceived honorable mention in 1945. She was awarded the 


and M4 psrtnell Gold Medal in 1944 and again in 1946 with honor- 
signed 4 able mention in 1947. 


ne Continuous Forms for Tabulating Equipment 
Uarco, Inc., manufacturer of business forms, has just 
wroductiog published a brochure, displaying the various uses of con- 
tinuous forms with tabulating machine equipment, partic- 
warly for invoice combinations, inventory control, payroll 
od in applications, sales records, production control, cost control, 
and inke§ purchasing control and personnel records. 

For a free copy of the brochure, write to the Systems 
Stephew§ Department, Uarco, Inc., 5000 South California Ave., Chi- 
 P. Littl cago 32, and request “For Faster, Better Tabulator Oper- 

ations.” 


elphia hd Four New Noma Survey Reports 

eld at The National Office Management Association, 2118 
re Lincoln-Liberty Bldg., Philadelphia, will release by August 
t attends§ 1st four Research Reports based on surveys in one hundred 
- the group “ities in the United States and Canada. The surveys covered 


d the small offices and large in all types of business and industry, 
s that a true cross-section of business might be represented. 

The first survey, already released, deals with office customs, 

such as smoking, rest periods, between-meal feeding, and 

actices aig dice hours. A total of 836 companies participated in the 


arch Growg Survey. Results are tabulated according to the type of com- 
Executivg pany, the geographic location and the size. Forty-seven 
aluable req tables present the material in readily accessible form. 
ch it is ds] The second survey will deal with salaries for twenty-five 
common positions in the office. The information on which 
ito 13 trae this survey will be based has been gathered from 900 com- 
eq mnies in thirty cities. Averages of salary rates will be 
id Traini stown by company totals, by type of business, and by size 
of company, 
Unionization of clerical workers will be the topic of the 


third report, on which 1,150 companies have supplied infor- 
Bowes, 12¢8 mation, 


my The training programs for coliege graduates in industry 
ns if 100 companies have been analyzed to furnish the ma- 
were 4 “tal for the fourth survey. 


stions we Although these studies were made primarily for the bene- 
ina it of members of the National Office Management Associa- 


arded pi a 

ton, a limited number will be available to non-members at 
and sé vie 4 Nominal cost. 
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there’s this 


FULTON 
ays | ober 


DRI-KWIK 


It is one rubber stamp ink that 
dries instantaneously in nor- 
mal weather... dries as fast 
as any hygroscopic ink made. 


DRI-KWIK Pad, 
it affords flawless 
teamwork! 


Se 


FULTON SPECIALTY CO. i 


200 FIFTH AV.. NEW YORK CITY 10.N.¥. 
FACTORY AT ELIZABETH 1. NU. 


Seeing is believing... Heyer Stencils 
consistently run thousands of clear, sharp 
copies. Easily cleaned and filed for re- 
runs. Try Heyer Stencils next time and 
you, too, will believe in Heyer* Quality. 


-  Manvtachirers o 
the most complete line of 


SHER DUPLICATORS ond SUPPLIES 
aY for all : 


THE HEYER CORPORATION 
911 West Jackson Bivd. Chicago, U. S. A. 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 

Look for ACCO on your fasteners. 


ACCO PRODUCTS, Ine. 
39th Ave. and 24th St., L. I. City 1, N. Y. 
In Canada: Acco Canadian Co. Ltd., Toronto 


TITLE 


STAINLESS STEEL FILE SIGNALS 


NEVER TARNISH 


Made of stainless spring steel, highly 
polished. Will not discolor paper. 
Easy to attach, relocate or remove, 
but always stay put. Very thin, add 
Practically no bulk. Used as classi- 
fiers and reminders in files, indexes, 
ledgers, etc. 12 colors and a type for 
every modern system. 


OTHER PROFITABLE 
SPECIALTIES 


“Bull Dog” CLIPS => 
Tough spring steel clips for 
holding bunches of paper. 
cloth, samples, etc. Nickel 
plated. Five sizes. 


Uf 


Normal Tab 
Medium Window 


No. 2V—The New 
Low Tab Signal 


(Above) 
“Burro” INDEX TABS 


Detachable tabs for cards and 


q—"Burro” PAPER CLIPS 


Fasteners for letters, enclosures, 
ete. Of thin spring steel heavily 
nickeled, Four sizes: 3 with 
non-slip tongue, one without. 
(Circulars and prices on all above 
items on request.) 


ledgers. Patent tongue insures 
firm grip. Supplied with alpha- 
bets, names of months and num- 
Ders 1-31; also with blank in- 
seris. 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. - 


Every Cook Product Unconditionally Guaranteed 
80 
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| Appointed Advertising Manager 

International Business Machines, Inc., has announgg 
the appointment of H. T. Rowe as advertising manager of 
company. Mr. Rowe joined the company in February, 19%, 

| as a special assistant to C. A. Kirk, executive vice-presidem 


H. T. Rowe 


Before joining the company he was Sunday editor of th 
New York Herald-Tribune. 

International Business Machines also announced the ap- 
pointment of H. Wisner Miller, Jr., as sales manager of it 
| electric typewriter division; he will make his headquarter 
in New York. He joined the company in 1937 and at th 
time of this appointment was assistant manager of the divi 
sion for the New York territory. He served in the nay 
| during the war. 


The following directors were re-elected at the recent 
annual meeting: John L. Barton, Willis H. Booth, Drury ¥, 
Cooper, Sherman M. Fairchild, A. Ward Ford, Norvin 
Green, Augustine L. Humes, Charles A. Kirk, Frederick ¥, 
Nichol, A. Lindsay O’Connor, John G. Phillips, Christophe 
D. Smithers, John L. Stainton, Thomas J. Watson, Thoms 
J. Watson, Jr. 

At the organization meeting of directors following th 
stockholders’ meeting, the following officers were re-elected: 
Thomas J. Watson, president; Charles A. Kirk, executir 
| vice-president; Edward M. Douglas, Louis H. LaMotte, Ruth 
| M. Leach, Frederick W. Nichol, Thomas J. Watson, Jr., vice- 
presidents; Albert L. Williams, controller; Garland B. Brigg, 
assistant treasurer; and Herbert T. Hansford, assistant con- 
troller. 

John G. Phillips, secretary-treasurer, was elected vice 
president and treasurer; Harrison K. Chauncey, assistant! 
secretary, was elected secretary, and Fred H. Fick wa 
elected assistant secretary. 


Correction in Price 
On Page 58 of the May issue there appeared a pictur 
of the adjustable telephone holder presented by the H-W-3 
Distributing Co., 4422 Euclid Ave., San Diego 5, Calif. In th 
caption which accompanied the picture the retail price wa 
| given at $1.50. That was incorrect. The correct retail pric 
of this item is $1.98. 


Annual Meeting 

| The Office Management Association of Chicago electel 
| officers and directors at its annual meeting on May 15h 
Following are the new officers: T. J. Manzke, the Pure o 

Co., president; Waldo Williams, Aldens, Inc., 1st vice-pres: 
| dent; Louis G. Meyer, Federal Reserve Bank of Chicago, 2m 

vice-president; and Michael A. Georgen, City National Banh 
& Trust Co. of Chicago, treasurer. 

Directors elected for three years were Clarence B. Carey 
Jones Commercial High School; Harold W. Dickhut, t 
Diversey Corp.; and George I. Simpson, the Peoples G# 
Light & Coke Co. Myron D. Ross of the Jewel Food Store 
was elected for two years. 

Elected for one year were Frank E. Kelly, General Candy 
| Corp., and Russell V. Wick, Continental Illinois a 


| Bank & Trust Co. of Chicago. 
June, | 
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ARTGU MM eeano ERASERS & CLEANERS 


7 RUBBER ERASERS — 
“BRAND SOAP ERASERS _ 
ener 


The user of one brand will want the other. Varied sizes and 
styles to choose from—all in UNQUESTIONED QUALITY 


“ARTGUM” for 50 YEARS + “GOODYEAR” Since 1911 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


MACO “PRESS -T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For usc on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE ‘SILVERWARE 

_ GLASSWARE ENAMELWARE 
POTTERY JEWELRY 
CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 


q oncwenaceey Stocked in white, with printed blue borders, 


1M labels to roll, individually packed in 
a glassine bag and attractive box. 
| = SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS * LABELS * TICKETS 


Size 


TT TTT Ts "~.. % 
oseneeccennse SEE 
weTTT TTT TTT es... i” 
%in.x 1 in. 


N11 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, WY. 
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9 F de cing THE AUTOMATIC 
ntro 


TEL-E-DEX 


THE Automatic Index Pad with the POP UP Pencil Holder .. . 
Finger Tip Control . . . In six decorative colors for the modern 
home and office. 
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e EFFICIENT 

e CONVENIENT 
HANDSOME 
ECONOMICAL 


Write TODAY for further details. 


HYCOE INDUSTRIES, inc. 


2320 Ogden Avenue + Chicago 8, Illinois 


~ 


SPEED UP 
OFFICE WORK 


Sl 


be ee we 


Office workers appreciate the con- 
venience of using Duplistickers for 
marking file folders, for addressing 
duplicate mailings, for addressing 
heavy duplicate record cards. Chief 
reason for their preference is that 
Duplistickers’ gummed, perforated 
letter-size sheets are so easy to fill 
in on the typewriter. Also, they 
speed duplicate mailings because all 
the addressing for two, three or 
four different mailings can be done 
in one operation. 


A REAL ECONOMY 


Duplistickers. cost consid- 
erably less per thousand 
than other types of gummed 
labels... offer 3Y/> times 
more stickers than roll 
labels. 


Eureka Specialty Printing Co. 
Stationery Division, Dept. OE 
SCRANTON, PENNSYLVANIA 
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SCRAP BOOKS 


e Fabrekoid Covers in black only 
e Screw Post Metal Binders 
e Six different sizes 
10//, x 8 #83..... 15> x 12% 


11, x 9% 16l/, x 13%, 
134 x II #85 23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF 


19-29 Rockwell Place 


INC. 


Brooklyn, N. Y. 


SC ENN 


Ca) 


ARMA GEM CLIPS) = PFFICES ,oasa NO-SLIP CLIPS 


ARMA SNAGPROOF 
‘deal Curied Eade 


Cp.) “= 


‘Seratsh or 
ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


11.12-20 Galveston Ave. Pittsburgh (12) Pa 


Made A Partner 

Booz, Allen and Hamilton, management  constultany 
with offices in New York, Chicago and Los Angeles, hay 
announced the election to partnership of Stewart M. 
former director of jndustrial relations and industrial eng 


_ neering of the Procter & Gamble Co. Mr. Lowry will opera 
| from the New York offices at 285 Madison Ave. 


Stewart M. Lowry 


As director of industrial relations at Procter & Gamble, he 
administered the company’s guaranteed annual wage pro- 
gram which has served as a model for similar plans through. 
out industry. He was also responsible for the development 
and application of the company’s manufacturing cost contre 
plan used in domestic and foreign operations. 

Before joining Procter & Gamble, he was supervising maim 
ager of time study training and materials handling with ou 
Westinghouse Electric Corp. 

An industrial engineering graduate with a master’s degra 
in engineering from Pennsylvania State College, Mr. Lowy 
is the author of many technical papers and articles in ths 
field and co-author of the textbook “Time and Motion 
Study.” He has been active for many years in professional 
and management organizations including the America 
Management Association with which he served as a mem- 
ber of the production division advisory council. 


Management Institute in Tennessee 
Representatives from over one hundred organizations 

are planning to participate in the first annual office manage 
ment institute, to be held at the University of Tennesse 
from July 9th to 11th in Knoxville. < 

The sessions in Ayres Hall will be addressed by mend 
national reputation and wide experience. This first Inst- 
tute will cover five main fields of study, office management 
techniques, services, machines, materials and supplies, and 
professional standing. 

G. H. Parker, University of Tennessee, Knoxville, Tenn, 
is the institute conductor. 


T.S.A. Donates 

In observance of “Tribute to Women Week,” & 
Transcription Supervisors’ Association, recently turned ove 
to the New York Infirmary for Women and Children a cheat 
for $525 for the purchase of windows in the operating wil 
of the Infirmary’s proposed new hospital. 

The amount represented the proceeds of a bridge al 
tea held by the association at the Wanamaker Wome 
Clubrooms on April 26. 

In making the presentation, Miss Trusselle Harvey, pret 
dent of the association, said the gift was made in “tribute 
gallant group of women from another group of women who 
believed in them.” 

The New York Infirmary, a hospital staffed exclusively 
by women doctors and surgeons, is endeavoring to raist 
$5,000,000 to build a new international medical center. 

The gift was accepted on behalf of The New York & 
firmary by Mrs. Harold E. Talbott, Chairman of the Stee 
ing Committee of the hospital. 
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When a man goes fishing 
his guide can show him 
the way to big catches 


ee 


vhen others come in empty handed. When it comes 
to office equipment we can guide you fo solid satis- 
faction. 


CARDINAL SALES, Inc. 


JAMES H. HICKEY, Mgr. 
Distributor for Anderson-Hickey Co. 
5631 W. Madison St., Dv 
Chicago 44, Ill. 
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DONMAR-VAWTER SERVES ALL INDUSTRY 


PRECISION A 


sorrry 


Rfraffco maptacks vitalize 


maps and charts. Put sharp 
emphasis on points of prime 
importance. Graffco signals 
and maptacks never forget. 
Ask your office supply dealer. 


GEORGE B. GRAFF 


COMPANY 
54 Washburn Avenue 
Cambridge 40, Mass. 


B-V precision tailored forms for systems 
using typewriter, teletypewriter, bookkeep- 
ing, billing or tabulating machines. 

Reduce writing of records to a minimum 
with Bonnar-Vawter systems, keeping errors 
to a minimum. Saves time and money. 
Most records can be made in one writing 
with Bonnar-Vawter precision tailored forms. 
Write today for further information on how 
B-V can develop new economy for your busi- 
Less. 


BONNAR-VAWTER 


1'NCORPORAT ED 


1715 EAST 30th ST.. CLEVELAND 14, OHIO 
Sales Offices in Principal Cities @ Serve All Industries 


OFFICE MANAGEMENT AND EQUIPMENT 
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CLAR-0-TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active.ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing —no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
clean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 3 M Broadway, New York 7 


ultants i a 
3, have | E 
Lown} 4 V 
| eng 3 : 
opera ie : | f | 
‘ a . +7 I ~ Cc oO : ‘ 
- ) “XN x . 3 . e ar - 
f Bia : ; K 08 a a 
— Nene mn “PRECISION. 4 i m. oe 
— 5 rig. poeeg ta Ww &, vie | eis < 
ee | e | “ ) ; _ 2 
| 
ge pro- 2 
rough. | 
lopment | Am 
contrdl se 
ng mall “4 
with the = P 
Pal > | _________ we ‘ 
. Lowy oiial PT . 
; in ths 
fessional 
a mem | Se bY | Ban pore 
. Bs Als S: ie ‘ ; ibe ; % ? THE 
a 9 ail sta ——— 
a > 1 
nizations f | — ° 4 ORD S a 
ennessee — = - | Be —_ | 
— = =—) a a | er onarye 
y men > F — 0 RE 2 
st Insti- oy  .- ee an swe mogenn TP RE — 
le, Tenn, i ua i 1 Si S 1 | 
S. : ret pale YW | 
ck,” the * | | LZ ee i | - =, “ Aa . 
ned ove gr we a 
ting wit aa “| a 
idee ool] ili © | 
Womens ae / . é) 
ey, presi é / y, . 3 
ribute to2 — 
ymen whe : ws ee 
7 Gi S I es 
York Se a ae : 
the Steet .. ee Pe. APTACKs ee 
June, Whim, 1947 a 83 


rr 


NASCON PRODUCTS, INC. 
Now a Division of 


EATON PAPER CORPORATION 


Line, the Eaton Paper Corporation, 
Pittsfield, Mass., creates for you an enlarged 
source of merchandise whose reputation for 
quality, styling and buying appeal is inter- 
nationally recognized. Send for the Nascon 
full color catalogue today. 


NASCON PRODUCTS. Inc. 
Division of EATON PAPER CORPORATION 


| 
PITTSFIELD, MASSACHUSETTS | 
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Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 


by all who use them. 


ACE SCOUT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models. Light weight, 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks engineered from finest 
and hand fastens. steel. 


CE FASTENER CORPORATION -~ H ASHLAND AVENUE + CHICAGO 


WANT-AD OPPORT Ee 


Rates are 10c a word. Minimum charge $2.00. Pz, 
in advance. Address replies to all Box Number ads 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth 
New York 1, N. Y. 


Employment Service 


SALARIED POSITIONS—$2,500-$25,000. This personal servigg 
37 years’ recognized standing negotiates for supervisory, technica} 
executive positions of caliber indicated. Procedure individualises 
your requirements. Modest fee protected by refund provision, I 
covered and present position protected. Write for details, 3 
BIXBY, INC., 292 Dun Bldg., Buffalo 2, New York. 
EXECUTIVE SECRETARY would like a job where she will be ie 
busy and interested. Fifteen years’ experience. College educatig, 
Shorthand dictation very fast. Statistical background, 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., New y, 


c. HO 


SALESMAN, part time or side line, to sell nationally advertigg 
photo copying equipment (together with your other lines) to 9 
banks, and all other industries. Commission only. GENERAL Pip 
DUCTS CO., Chatham, New Jersey. 


Lines Wanted 


MANUFACTURERS REPRESENTATIVES WANTED: We have ; 
key territories now open throughout United States—old line mangf 
turers of high quality and distinctive line.—Office, Hotel and Insti 
tional furniture. Now accepting applications for protected territors 
We pay on commission basis—tenth each month—furnish photograg 
—all necessary sales data.—Only men with selling background in 
business who can produce will be considered.—In your reply 
— references, items you are now selling. Box 2462, Hicks 
N. C. 

CALCUTTA, INDIA—Well established firm desires representation 
Calcutta for the Manufacturers and Sole Exporters of Papers — 
varieties, Paperboards, Fountain Pens, Printing Inks, Steel Office 
ture, Pencils and other Stationery Goods. References: Guarantee Ty 
Company of New York, Broadway, New York and Chartered Bank 
India, Australia & China, New York, N. Y. Please write with iy 
details to THE R CE CO AGENCY, 92 Hare 
Road, Calcutta, India. 


AM INTERESTED in agency for office machines. 
Boulevard de Waterloo, Bruxelles, Belgium. 


WE ARE INTERESTED in general agency for office machines fe 
Switzerland, Hungerbuhler & Co., 32 Gartenstrasse, Zurich 2, Swit 
land. Telegram address: Presentant, Zurich. 


Patent Attorney C 


PATENT ATTORNEY secures patents, trade marks, copyright; call ¢/ 
send me your sketch or model, confidential advice; literature. 2.1 
POLACHEK, 1234 Broadway, New York, N. Y. 


Write Facon, 


——— 


SALESMEN! |t 
ARE YOU SEEKING NEW LINES? \ 


You are invited to file with us now. We may k 
able to assist you in making connections with adver 
tisers in Geyer’s Topics. 


Fill out the form below and mail. 


Date ....... 00650 bs 
TNE. nic tik: n0s we < 0006003060 006s eee aee a6 2 
ID se inca ocean aii Sods te Acasa wakes caccees 630s cee 
BN ids a aise cies bb Years of Experience ..........-...: ( 
ee ee 
WD hikin id cance ts cccunves cceeens eecuunennne 
eee 
Will you accept side lines on straight commission?........--» 
BN IIE ig Seracs.soves'stowekesceqen teal Cie od J 


No charge for this service. Read your business prea 4 
regularly to keep informed on trade doings. W atch 

Want Ad columns for Opportunities and advertise your ow 
wants in it for quick results. Vi 


GEYER PUBLICATIONS 
260 Fifth Ave. New York 1, N. Y. 


June, 1% 
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The New BOSTON 


Ranger 


The Pencil Sharpener For Today's 
and Tomorrow's Needs 


All Modern Features — 

— Rugged Construction, 
- Beautiful design and Ap- 
pearance. 


BOSTON 


PENCIL SHARPENER 


OWARD, HUNT PEN CO. 
ig © HOM mden 


Plastic 
Desk Tray 


Modern @ New ® Plastic 
Movable ® Swings 
® Swivels © 
a jour local stationer and 
ice furniture dealer or 
write us directly. 


— speedball Pens ” Hunt Pens 
<S|Visible Record 


Nuvian Que 500. Cards 9 #) ag 
he ose 
= Saves Time Complete 


Use Handifax Cards only. Join together. > 
sheets of Cards on edge in 

folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years nations use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 
ROSS-GOULD CO. 
311 N. Tenth St. (1) ST. LOUIS 


andifax 


oe 
—|CHAIRS 
MANY STYLES 
Folding Chairs 
Wood or Metal 


—| Available for immediate delivery! | 


300 East 145 Street 


New York 51, N. Y. 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All cumpletely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Drrerch and apnap-it 


THE SPENCER QUALITY DUO 
“What's up, Snap-it?” 


“Crude Rubber, S-t-r-e-t-c-h.” 


: Tablet Armchairs 9 
hens shtonest ton ‘The boss says it makes no difference 
NES? ya when tagubtng. at Spencer. Our rubber bands are still 
nal at the same low prices,” 
Send f 
» adver ADIRONDACK a 
CHAIR COMPANY CRUDE RUBBER PRICE CHART || 
1140 Broadway, New York 1, N. Y. + + — 
Dept. 1 a ). 
| 
i 
oso tesa New Back Transfer 
“THE MACHINE TO COUNT ON” Calculations 
HERE’S THE ANSWER 
to management's de- 
mand for a low priced, 
fast calculator. En- 
tirely portable. Ready 
to go any place — any 
time. Keep one on 
every desk, where 
+9¢ ae A DYC quick calculations are 
ublicaion} AHANDY CALCULATOR | necessary. 
re PENCER RUBBER PRODUCTS COMPANY 
aac —_— Serve More People at Kubler Bama 
N S IVAN SORVALL ote wera Less Cost. MANCHESTER S 
° 
N. Y. . 
dine, 1947 
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FOR 
LITTLE 
GIRLS 


cere PAPER 


that's why good typists 
choose 


KEEN-RITE 


and 


SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get ciearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented "Carbon Gripper" 
in every box of Codo Super-Treated, 
Super Kote and Keen Rite. 


‘529s South Franklin St., 
Chicago . .: ; 
Factory: Coraopolis, Pa. 


| INDEX TO ADVERTIS 


Acco Products, Inc......... 80 
Ace Fastener Corp........ 84 
Acme Visible Records, Inc... 26 
Adirondack Chair Co....... 85 
All-Steel Equipment Co., Inc. 11 
American Hair & Felt Co.... 71 
Art Steel Sales Corp........ 85 
Automatic Pencil Sharpener 22 


Barkley & Co., C. L........ 5 
Bonnar-Vawter, Inc. ........ 83 
Boorum & Pease.......... 17 
Browne-Morse Co. ...2nd cover 
Brush Development Co.... .5 
Cardinal Sales, Inc........ 838 
Clarotype Co., The........ 83 
Codo Mfg. Corp........... 86 
a ae 80 
Copy Right Mfg. Corp...... 65 
C-Thru Ruler Co.......... 76 
Dennison Mfg. Co.......... 7 
Esterbrook Pen Co......... 4 


Eureka Specialty Prtng. Co. 81 
Evans Specialty Co., Inc... 69 


Faber Pencil Co., Eberhard 24 
Feldco Loose Leaf Corp.... 10 


Fulton Specialty Co........ 79 
General Fireproofing Co.... .7 
General Pencil Co.......... 12 


Harding Co. Milo 
Harriman-Welts Products .. 78 


Heyer Corp., The.......... 79 
Hunt Pen, C. Howard...... 85 
Hycoe Industries, Inc....... 81 
Impression Products ....... 20 
Invincible Metal Furniture 

WP sities Sabet sitalbaca 9 


Majestic Looselea! Co.. 3 
Maso Steel Products Co) 
May Co., J. L... 
Mittag & Volger, Inc. 


Nascon Products, Ine.... 
National Pencil Co......] 
Neva-Clog Products Co, 
Nu Craft Products Co... 


Old Town Ribbon & 
| ee e- 


Pittsburgh Cut Wire Co. 
Plymouth Rubber Co., Ine 


Rapid Roller Co..........) 
Remington Rand ........, 
Rockwell-Barnes Co. ....., 
Rosenthal Co. 
Ross-Gould Co. 


Schollhorn Co., 
Seng Co. .....s000ese 
Sengbusch Self-Closing. Ink- 

stand Co. 
Sheaffer Pen, W. A....... 
Sheppard Co., C. E........ 
Sorvall, Ivan 
Speed-O-Print Corp... .3rd 
Spencer Rubber Products... 
Staedtler, Inc., J. S......... 
Stark Sound Equip. Corp... 
Stewart & Co., R. A........! 
Sturgis Posture Chair Co.. 


Underwood Corp ..... 4th covg 
Universal Office Equipment 
Co., Inc. 


Victor Safe & Equipment Co. 


Wabash Filing Supplies, Inc... 
Watts Co., Inc., Alfred Allen 
Welch Co., W. W..... <4 
Write, Inc. .......5es920mm 


New York office. 


260 Fifth Avenue 


AUGUST ISSUE 
Closing Date 
July 5th 


Please prepare your copy now and 
send complete instructions to our 


OFFICE MANAGEMENT & EQUIPMENT 


New York - N. Y. 
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WHAT MAKES 


A research-minded organization that has never 
stopped improving its products. For more than fifty 
consecutive years Underwood has enjoyed unchal- 

lenged leadership, based on a long list of engineer- 
ing ‘‘firsts’’ in typewriter advantages. 

Setting the standard of performance by offer- 
ing typewriters with greater flexibility, speed, 
accuracy and durability than were elsewhere 

available . . . by always keeping a stride ahead. 


Volume of satisfied users . . . understanding 
the typewriting problems of business in gen- 
eral, and secretaries in particular. More than 
6,000,000 Underwoods, reaching all corners 
of the globe, have been helping to speed the 
world’s business. 


World-wide sales and services, conven- 
ient to everybody in the United States and 


1S aT IT PA 


_Underwood ° 


Underwood Corporation 


Copyright 1917, Underwood Corporation 


in the principal cities of the world. Experience and 
time have taught the business world that an 
Underwood is always the happiest choice among 

typewriters. 


Underwood's post-war Standard .. . a master- 
piece of typewriting engineering. It brings you 
Rhythm Touch . . . a wonderful addition to the 
many Underwood features you've always en- 
joyed. Rhythm Touch is a new typing concept 
.-. a delightful new experience in typewriter 
performance. Speed seems effortless. Fingers 
move easily over the new perfectly-balanced 
keyboard. 


These are the things that make Under- 
wood America's first-choice typewriter... 
that make Underwood ‘Typewriter 
Leader of the World.” 


(eG 


POTN 


Typewriters .. . Adding Machines . . . Accounting M 
; Carbon Paper . . . Ribbons and other Supplies 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, 135 Victoria Street, Toronto 1, Canada 
Sales and Service Everywhere 
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